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CLASS  TITLE:   CLOTHING  ROOM  ATTENDANT  CODE:   1902 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  receives,  accounts  for,  stores  and  issues 
clothing  and  luggage  of  patients  admitted  and  discharged  from  the  general 
hospital;  maintains  records  of  items  received  and  issued;  and  performs 
related  duties  as  required. 

Requires  responsibility  for  the  safeguarding  and  custody  of  patients' 
clothing,  luggage  and  other  personal  items;  keeping  routine  inventory 
records. 

EXAMPLES  OF  DUTIES: 

1.  Receives  daily,  from  admitting  department,  clothing,  valuables 
and  luggage  of  new  patients;  checks,  disinfects  and  assigns  clothing  and 
luggage  to  lockers  until  requested  by  wards  when  patients  are  discharged; 
assigns  each  patient's  hospital  number  and  locker  room  number  to  items 
received. 

2.  Receives  daily  list  of  deceased  patients  and  assigns  clothing  and 
other  items  to  special  lockers  to  be  held  ninety  days;  upon  expiration  of 
period,  assigns  unclaimed  clothing  to  needy  patients  or  residents  of 
laguna  honda  home. 

3.  Maintains  an  individual  filing  system  composed  of  regular  hospi- 
tal patient  "numbers  in  chronological  order  and  a  separate  file  for  re- 
entry r^ases;  posts  and  enters  changes  in  disposition  of  patients  on 
records  including  those  deceased,  re-entered  cases,  those  which  have  no 
clothing  and  patients  discharged. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience;   Requires  completion  of  four  years  of  high 
school  supplemented  by  at  least  one  year  of  experience  as  a  clothing  room 
or  locker  room  attendant;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  and  ability  to: 
use  simple  spray  and  cleaning  equipment;  maintain  clear  and  accurate 
routine  records  of  clothing,  luggage  and  other  personal  items  received 
and  issued;  follow  oral  and  written  instructions;  deal  courteously, 
effectively  and  tactfully  with  other  hospital  personnel. 

PROMOTIVE  LINES: 

To:   Supply  Room  Clerk 

From:   Locker  Room  Aide 
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CLASS  TITLE:   TOOLROOM  ATTENDANT  CODE:   1906 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  receives,  issues  and  keeps  records  of 
tools,  equipment  and  other  materials  used  in  track  repairs  and  main- 
tenance work  in  the  municipal  transit  system;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   following  established  methods  and 
procedures  in  keeping,  issuing  and  receiving  tools,  equipment  and  other 
track  maintenance  materials;  preventing  minor  losses  through  the  safe- 
guarding of  track  repair  tools  and  equipment  of  relatively  low  value; 
keeping  routine  records  of  items  received,  issued  and  on  hand. 

EXAMPLES  OF  DUTIES: 

1.  Receives  and  issues  all  tools,  equipment,  flags,  bombs,  lan- 
terns and  other  materials  used  in  excavation  and  track  repair  work  by 
track  maintenance  crews. 

2.  Makes  minor  repairs  to  tools  and  equipment  including  the 
sharpening  of  chisels,  picks  and  other  items. 

3.  Cleans  and  fills  warning  lanterns  and  bomb  flares  used  in  the 
street  work. 

h.      Sorts  returned  tools  and  equipment  for  defective  parts;  makes 
or  arranges  for  necessary  repairs  and  replacements. 

Jj«   Orders  replacement  of  supplies  and  stock  items,  as  required. 

6.   May  occasionally  build  special  tools  and  rigging  equipment 
required  by  track  crews. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  at  least  one  year  of  experience  in 
general  laboring  work}  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  working  knowledge  of 
various  hand  tools  and  equipment  used  in  track  repair  operations. 

Requires  ability  to  keep  simple  routine  records;  use  simple  shop 
equipment  in  making  minor  repairs;  deal  courteously,  effectively  and 
tactfully  with  fellow  employees. 

PROMOTIVE  LINES 

To:      General  Laborer   Sub-Foreman 


From:   General  Laborer 
Trackman 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE:   FILM  SERVICE  TECHNICIAN  CODE:   191 4. 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  stores,  issues,  receives,  inspects, 
repairs  and  ships  films;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  established 
methods  and  procedures  relating  to  the  servicing  of  films;  achieving 
minor  economies  through  safeguarding  of  film  and  related  equipment; 
making  occasional  contacts  with  staff  and  representatives  of  other 
departments  in  giving  instructions  on  the  operation  of  film  projectors 
and  related  equipment;  gathering,  preparing  and  maintaining  technical 
records  on  film  and  equipment.  Nature  of  work  requires  some  physical 
effort  in  the  use  of  fingers  and  arms  in  the  operation  of  film  inspec- 
tion and  repair  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Inspects,  cleans  and  repairs  all  16  MM  and  other  sound  film  on 
various  size  reels. 

2.  Issues,  receives  and  circulates  film  to  various  departments 
and  agencies. 

3.  Maintains  a  perpetual  inventory  of  film  in  the  department. 

U.  Assists  in  the  shipping  and  receiving  of  audio-visual  equipment 
and  instructional  material. 

5.  May  instruct  persons  in  the  operation  of  sound  projectors,  tape 
recorders,  film  strip  machines  and  other  technical  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  one  year  of  experience  in  the  inspection 
and  repair  of  1 6  MM  sound  film;  or  an  equivalent  combination  of  train- 
ing and  experience. 

Knowledge.  Abilities  and  Skills:  Requires  working  knowledge  of 
the  methods  and  techniques  used  in  the  inspection  and  repair  of  16  MM 
and  other  sound  film,  tapes  and  related  equipment. 

Requires  ability  to  operate  and  maintain  various  film  service 
machines  such  as  defect  detectors,  electric  splicers  and  rewinders. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:  Original  entrance  examination 
Re-titled:   7/1/77 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE:   SENIOR  FILM  SERVICE  TECHNICIAN  CODE:   1915 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  and  participates  in  various  activities 
connected  with  the  storage,  issuance,  receipt,  inspection,  repair  and 
shipping  of  movie  films  and  related  materials;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   explaining  and  enforcing  established 
methods  and  procedures  relating  to  the  servicing  of  films  and  other 
equipment;  achieving  minor  economies  through  the  use  of  proper  safeguards 
for  films  and  equipment;  gathering,  preparing  and  maintaining  technical 
records  on  films  and  equipment.  Nature  of  work  requires  some  physical 
effort  in  the  use  of  fingers  and  arms  in  the  operation  of  film  inspection 
and  repair  equipment. 

EXAMPLES  OF  DUTIES: 

1 .  Supervises  and  uarticipates  in  the  inspection,  cleaning  and 
reoair  of  all  16  MM  and  other  sound  film  on  reels  of  various  sizes. 

2.  Supervises  and  narticipates  in  the  issuance,  receipt  and  circu- 
lation of  films  to  various  departments  and  agencies. 

3.  Supervises  and  assists  in  the  maintenance  of  a  perpetual  inven- 
tory of  films  in  the  department. 

U.      Supervises  and  assists  in  the  shipping  and  receiving  of  audio- 
visual equipment  and  related  instructional  material. 

5.  May  instruct  teaching  personnel  and  others  in  the  operation  of 
sound  projectors,  tape  recorders,  film  strip  machines  and  other  technical 
equipment . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  four  years  of  high 
school,  supplemented  by  three  years  experience  in  the  inspection  and 
repair  of  16  MM  sound  film;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge .  Abilities  and  Skills:  Requires  good  knowledge  of  the 
methods  and  techniques  used  in  the  inspection  and  repair  of  16  MM  and 
other  sound  film,  tapes  and  related  equipment. 

Requires  ability  to  operate  and  maintain  various  film  service 
machines,  such  as  defect  detectors,  electric  splicers  and  rewinders. 

Requires  ability  to  supervise  the  work  of  others. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:  1914  Film  Service  Technician 
Adooted:   10/5/61 
Retitled:  7/1/77 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLEs  ASSISTANT  MILITARY  PROPERTY  CUSTODIAN,  R.O.T.C.  CODE;  1916 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  acts  as  school  district  custodian  of  a  large  and  diversified  in- 
ventory of  R.O.T.C.  military  supplies  and  equipments  keeps  equipment  in  good  condition 
and  working  order;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  executing  and  interpreting  policy  and  enforcing  ad- 
herence to  established  procedure  related  to  military  storekeeping  functions  and  activi- 
ties; achieving  moderate  economies  through  efficiency  in  ordering,  receiving,  handling, 
storing  and  disbursing  large  quantities  of  military  materials,  supplies  and  equipment; 
making  frequent  contact  with  military  officials,  teachers,  vendors,  other  city  depart- 
ments and  government  agencies;  supervising  and  maintaining  a  detailed  system  of  store- 
keeping  records  and  inventories;  submitting  accurate  financial  and  inventory  reports,, 

EXAMPLES  OF  DUTIES: 

1.  Acts,  by  delegation  of  authority,  as  military  property  custodian  and  account- 
able officer  for  equipment,  supplies  and  other  material  issued  by  the  United  States 
Army  to  the  unified  school  district, 

2.  Requisitions,  receives,  counts,  marks  and  stores  all  property;  issues  various 
items  to  all  school  R.O.T.C.  units,  as  requested  and  needed, 

3.  Assists  in  the  preparation  of  the  annual  budget  for  Army  funds  for  support  of 
the  RoO.T.Co  supply  program;  maintains  records  of  expenditure  of  Army  funds. 

U0  Prepares  reports  of  operational  losses  and  reports  of  survey,  when  required; 
prepares  a  variety  of  other  reports  to  Army  related  to  supply  function,  including  up- 
dating of  data  processing  records  of  reportable  items. 

f>.  Maintains  a  small  library  of  Army  regulations,  supply  bulletins,  catalogues, 
and  other  directives;  prepares  and  revises  standard  operating  procedures  of  supply. 

6.  Maintains  storekeeping  records,  documents,  reports  and  property  accountability 
files. 

7.  Prepares  work  orders  for  repairs  of  military  items  and  insures  turn-in  of  all 
unserviceable  property. 

8.  Prepares  and  conducts  annual  inventory  of  all  property  in  addition  to  such 
other  interim  inventories  as  may  be  required. 

9.  Establishes  and  maintains  records  of  repair,  maintenance  and  inspection  of 
rifles,  semi-automatic  and  automatic,  carbines,  machine  guns,  rocket  launchers,  mor- 
tars, and  pistols;  maintains  daily  security  records  for  listed  weapons. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high  school,  supple- 
ment ed~b5r™aTTTeirsT— fTve- yelTrs  of  progressively  responsible  experience  in  the  requisi- 
tioning, receipt,  storage,  issuance  of  large  variety  of  supplies  and  equipment,  military 
or  civilian;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of:  the  methods, 
procedures  and  systems  used  in  modern  storekeeping  and  warehousing,  especially  as  re- 
lated to  federal  military  property  responsibility  and  accountability 

Requires  the  ability  to  assume  control  of  a  large  and  varied  stock  of  military  in- 
ventories and  maintain  an  accurate  system  of  related  storekeeping  records;  do  simple 
typing. 

License:  Requires  possession  of  a  valid  state  motor  vehicle  operator's  license. 

PROMOTIVE  LINES: 

To  :  1936  Senior  Storekeeper 

From:  1932  Assistant  Storekeeper 
AMENDED:  June  22,  1967 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE:   SENIOR  INVENTORY  CLERK  CODE:   1922 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervisions  is  responsible  for  the  supervision  and 
performance  of  detailed  clerical  work  involving  the  taking  and  maintaining 
of  inventories  of  supplies  and  equipment;  and  performs  related  duties  as 
re quired o 

Requires  responsibility  for?   the  execution,  interpretation  and  enforce^ 
ment  of  established  policies  and  procedures;  achieving  moderate  economies 
through  accurate  inventory  maintenance  and  record  keeping  activities;  the 
submission  of  related  reports<> 

EXAMPLES  OF  DUTIES: 

lo  Supervises  and  assigns  duties  and  work  schedules  to  subordinates; 
posts  incoming  items  to  stock  cards  from  material  received  reports;  computes 
average  prices;  posts  "on  order"  items  to  stock  cards  from  requisitions  and 
purchase  orders;  assigns  code  numbers  to  new  materials;  removes  code  numbers 
on  items  scrapped  or  removed  to  inactive  status. 

2«  Supervises  taking  of  annual  inventories;  prepares  machine  tabulating 
cards,  indicating  quantity,  location  and  description  of  new  or  reconditioned 
materials;  checks  inventory  sheets  from  branch  storerooms  and  assists  in 
identifying  questionable  items;  reports  inventory  or  price  corrections  to 
tabulating  department  and  notes  corrections  on  stock  records. 

3<>  Assists  in  proof-reading  purchase  requisitions;  estimates  total 
cost  of  requisitions;  checks  purchase  orders  against  purchase  requisitions 
and  calculates  unit  prices  of  all  items  on  purchase  orders. 

4.  Compiles  monthly  fuel  oil  and  lubricants  report;  compiles  revolving 
fund  reimbursement  requests  and  special  reports;  studies  or  researches 
projects  on  request;  maintains  record  of  reels,  drums  and  other  containers 
on  deposit  and  posts  information  as  received  from  the  accounting  department; 
maintains  continuous  review  of  stock  cards  for  re-order  and  transfer  of  slow- 
moving  items  to  inactive  status. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  four  years  of  experience  in  stock  record 
keeping  and/or  related  clerical  activities;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge^  Abilities  and  Skills?  Requires  good  knowledge  of  the 
principles  and  methods  used  in  maintaining  stores  and  inventories  of  large 
and  varied  stocks  of  materials,  supplies  and  equipment;  related  clerical 
and  record  keeping  activities,  including  modern  office  procedures. 

Requires  ability  to:  carry  out  and  interpret  policies  and  procedures; 
supervise  the  work  of  subordinates;  use  office  machines  and  equipment,  such 
as  a  calculator,  adding  machine  and  typewriter. 

PROMOTIVE  LINES: 

Tos    Materials  and  Supplies  Supervisor  -  Code  1924 

Proms  Inventory  Clerk  -  C0de  1920 
Senior  Clerk  =  Code  I4O6 


CLASS  TITLE:   MATERIALS  AND  SUPPLIES  SUPERVISOR  CODE:  192k 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  preparation  and  processing 
of  all  forms  and  documents  necessary  for  the  purchase  of  a  wide  variety 
of  materials,  supplies  and  equipment  of  considerable  volume;  supervises 
the  activities  of  clerical  and  office  personnel  engaged  in  such  work; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  carrying 
out  existing  policies  and  procedures  relative  to  the  purchase  and 
receipt  of  materials  and  equipment;  making  regular  contacts  with  other 
departmental  personnel  and  representatives  of  outside  organizations  in 
connection  with  purchases  and  deliveries;  preparing,  checking  and  re- 
viewing important  and  detailed  purchasing  requisitions  and  related 
documents  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns,  supervises  and  reviews  the  work  of  subordinate 
personnel  engaged  in  the  preparation  of  purchase  requisitions  and 
related  documents  necessary  to  the  purchase  of  departmental  materials, 
supplies  and  equipment;  supervises  the  distribution  and  filing  of  pur- 
chase orders  and  related  documents. 

2.  Confers  with  and  provides  information  to  various  departmental 
personnel  on  the  status  of  processing  requisitions  for  the  purchase  of 
materials  and  supplies. 

3.  Is  responsible  for  the  receipt  and  disbursement  of  all 
materials,  supplies  and  equipment  delivered  and  supervises  the  main- 
tenance of  material  received  records. 

h.      Contacts  vendors  and  suppliers  both  in  person  and  by  corres- 
pondence relative  to  the  status  of  purchase  orders  and  delivery. 

5>.  Prices  equipment,  materials  and  supplies  authorized  by  the 
departmental  budget. 

6.  Reviews  requisitions  submitted  by  various  units  for  conformance 
to  form,  signatures  and  other  requirements. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  six  years  of  progressively  re- 
sponsible clerical  experience  directly  related  with  purchasing 
activities,  including  at  least  one  year  in  a  supervisory  capacity;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of  modern  office  methods  and  procedures,  including  established  applic- 
able purchasing  provisions. 

Requires  considerable  ability  to:   analyze,  review  and  correct 
detailed  purchase  requisitions;  plan,  assign  and  supervise  the  work  of 
subordinate  personnel;  make  accurate  mathematical  calculations. 


CLASS  TITLE;   MATERIALS  AND  SUPPLIES  SUPERVISOR  CODE:  l$2k 

(Continued) 

PROMOTIVE  LINES: 

To:   Senior  Materials  and  Supplies  Supervisor 

From:   Senior  Stores  Clerk 
Principal  Clerk 


( 


I 


CIVIL  SERVICE  COMMISSION  OF  SAN  FRANCISCO 

CLASS  TITLE:   PHYSICAL  EDUCATION  ASSISTANT  CODE;   1927 

CHARACTERISTICS  OF  THE  CLASS; 

Under  direction,  maintains  and  is  responsible  for  the  repair  of  all 
athletic  equipment  in  a  college  physical  education  department!  instructs 
students  in  the  proper  use  and  maintenance  of  equipment;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   executing  and  interpreting  policy  and 
enforcing  adherence  to  established  procedures  related  to  physical  education 
storekeeping  functions  and  activities;  enforcing  proper  and  efficient  use 
and  handling  of  physical  education  equipment  and  supplies;  frequent  contact 
with  teachers,  students,  and  other  departmental  personnel., 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  supervises  the  issuance  of  athletic  equipment,,  lockers, 
locks  and  combinations  to  students  particularly  in  organized  team  sports  and 
to  male  students  in  regular  physical  education  courses;  re-issues  lost  locks 
and  prevents  damage  to  lockers  and  other  physical  education  properties  in 
locker  rooms. 

2.  establishes  and  maintains  inventories  including  related  records; 
assists  coaching  staff  in  ordering  equipment  and  supplies  and  in  preparing 
equipment  and  supply  budget;  is  responsible  for  petty  cash  funds;  maintains 
schedule  for  maintenance  and  repair  of  equipment. 

3.  Supervises  student  assistants;  arranges  work  schedules  and  assigns 
work;  trains  new  assistants. 

It.   Operates  and  maintains  a  small  laundry  for  clothes  used  in  physical 
education  and  organized  athletic  programs. 

5.  Receives  visiting  teams  and  provides  for  their  needs;  checks  valuables, 
towels,  and  necessary  supplies. 

6.  Travels  with  teams  on  out-of-town  trips  and  is  responsible  for  the 
equipment  of  the  teams. 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience :   Requires  completion  of  high  school  supplemented 
by  at  least  one  year  of  experience  in  record  keeping  and/or  related  clerical 
activities  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  skills:   Requires  a  thorough  knowledge  of 
the  use  of  various  athletic  equipment,  the  methods  of  cleaning,  drying,  and 
preserving  the  leather  and  other  materials  of  which  the  equipment  is  made., 

Requires  the  skill  and  ability  to:   operate  laundry  equipment;  supervise 
and  direct  the  work  of  others;  keep  records  and  prepare  related  reports. 


CLASS  TITLE;   PHYSICAL  EDUCTION  ASSISTANT  CODE:   1927 

(Continued) 


PROMOTIVE  LINES; 

To:    There  are  no  normal  lines  of  promotion. 
From:  Original  entrance  Examination 


ADOPTED:  9-2U-6U 


( 


CLASS  TITLE:   SCHOOL  SUPPLIES  ANALYST  CODE;   L928 

CHARACTERISTICS  OF  THE  CLASS ; 

Under  general  direction;,  works  with  teacher  groups  on  organization  of 
the  needs  and  standardization  of  school  supplies,  materials  and  equipment; 
analyzes  and  tests  samples;  reviews  prices  with  teachers,,  committees  and 
vendors;  coordinates  and  tabulates  committee  recommendations;  prepares 
standard  specifications  on  articles  to  be  purchased;  supervises  the  activi- 
ties of  clerical  office  personnel  engaged  in  such  work;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  carrying  out  existing 
policies  and  procedures  relative  to  the  purchase  of  supplies,,  materials 
and  equipment;  making  regular  contacts  with  other  departmental  personnel, 
teachers,  groups  and  representatives  of  outside  organizations  in  connec- 
tion with  purchases  and  deliveries;  preparing,  checking  and  reviewing 
important  and  detailed  purchasing  requisitions  and  related  documents  and 
records, 

EXAMPLES  OF  DUTIES: 

1„  Coordinates  and  analyzes  school  supplies;  performs  logistic  func- 
tions of  initiating  procurement  and  effecting  a  supply-demand  inventory 
stock,  lead  time,  storage  and  issue  control;  coordinates  and  analyzes 
printed  forms  relative  to  usage  requirements,  applicability  and  standard- 
ization. 

2.  Develops,  prepares,  analyzes,  reviews,  examines,  re-examines  and 
maintains  product  specifications  and  contractual  conditions;  develops 
sources  of  supply,  obtains  and  reviews  prices  for  budgetary  and  incumb- 
rance, purposes;  inspects,  studies  and  tests  samples  for  practicability, 
maintenance  of  quality  and  adherance  to  specifications. 

3.  Analyzes  vendors'  bids;  reviews  and  recommends  acceptance  of 
products  and/or  services,  and  approval  of  award  of  contracts. 

h.    Interprets  departmental  policy,  rules  and  regulations;  gives 
advice  and  guidance  on  purchasing,  processing  and  other  procedures  to 
departmental  representatives  and  vendors;  examines  and  approves  revolv- 
ing fund  purchases  and  requests  for  warrants, 

5.  Supervises  the  preparation  and  flow  of  departmentally  initiated 
procurement  documents  and  those  prepared  by  other  departments  implement- 
ing procurement  requirements;  supervises  the  maintenance  of  and  analyzes, 
examines,  and  reviews  a  master  catalog  of  standardized  inventory  stocks 
of  supplies,  equipment  and  furniture;  administers  the  selection  and  as- 
signment of  catalog  stock  numbers  and  modifications  and  deletions. 

6„  Coordinates  all  departmental  activities  with  office  of  purchaser 
of  supplies, 

7.  Contacts  vendors  and  suppliers  in  person  or  by  correspondence 
relative  to  status  of  purchase  orders  and  delivery;  reviews  requisi- 
tions submitted  by  various  units  for  conformance  as  to  form,  signature 
and  other  requirements. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
public  or  business  administration. 

Requires  at  least  five  years  of  progressively  responsible  exper- 
ience related  to  the  technical  phases  of  purchasing  activities,  includ- 


CLASS  TITLE;   SCHOOL  SUPPLIES  ANALYST  (Continued)  CODE=   1928 

ing  at  least  two  years  in  a  supervisory  capacity;  or  an  equivalent  combi- 
nation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  theory  and  techniques  used  in  analyzing  and  purchasing  large 
quantities  of  school  materials,  supplies  and  equipment;  the  organization 
and  activities  of  various  city  departments;  laws,  rules  and  regulations 
relating  to  educational  purchasing  procedures;  sources  of  supply  of  a 
wide  variety  of  materials,  supplies  and  equipment;  current  market  con- 
ditions affecting  price  trends  and  commodity  availability. 

Requires  ability  and  skill  to  deal  persuasively  and  effectively  with 
others  and  make  accurate  analyses  of  the  quality  and  requirements  of  many 
items  and  estimates  of  their  need. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

JOB  CODE  TITLE:  Parts  Storekeeper  JOB  CODE:  1929 

Business  Unit:  COMMN 

Definition:  Under  general   supervision,   performs   responsible   work   involving  the   receipt, 

inspection,  rotation,  storage,  inventory,  ordering  and  issuing  of  a  wide  variety  of  parts  and  performs 
related  duties  as  required.  The  incumbent  in  this  class  receives,  releases,  stores,  and  issues  a  variety  of 
parts  and  related  materials  from  vendors  or  other  storerooms;  stocks,  rotates,  relocates  and  verifies 
inventories;  operates  hand  and  power  equipment  such  as  light  vehicles  and  forklifts;  contacts  vendors 
regarding  orders;  checks  the  computer  system  for  vendor  compliance  and  maintains  the  storeroom  in  a 
clean,  safe  and  orderly  condition. 

Distinguishing  Features:  A  position  in  job  code   1929  Parts  Storekeeper  typically  involves 

responsibility  for  day-to-day  operations  of  receipt,  inspection,  rotation,  storage,  inventory,  ordering  and 
issuing  of  large  quantities  of  a  wide  variety  of  parts  and  supplies. 

Supervision  Exercised:     None 

Examples  of  Important  and  Essential  Duties:  According  to  Civil  Service  Commission  Rule  9,  the 

duties  specified  below  are  representative  of  the  range  of  duties  assigned  to  this  job  code  and  are  not 
intended  to  be  an  inclusive  list. 

1 .  Issues  automotive  or  transit  parts  and  related  materials;  assists  in  identifying  needed  items  through  the 
use  of  parts  catalog  and  materials  management  systems;  locates  and  issues  required  items  and  suggests 
updates  of  inventory  records. 

2.  Receives,  releases  and  stores  automotive  and/or  transit  parts  and  related  materials  from  vendors  or 
other  storerooms;  checks  shipment  for  visible  damage  and  shortages;  inspects  items  received  in 
conformance  with  ordered  specifications;  completes  and  forwards  receiving  documents  and  releases 
items  to  stores. 

3.  Operates  hand  and  power  equipment  such  as  light  vehicles  and  forklifts  used  in  receiving,  rotating, 
storing  and  issuing  parts  and  related  materials;  checks  safety  equipment. 

4.  Maintains  storeroom  in  a  clean,  safe,  and  orderly  condition  and  secures  storeroom  facilities  and 
inventories. 

5.  Stocks,  rotates  and  relocates  inventories  as  needed. 

6.  Verifies  actual  location  of  inventories  against  assigned  locations  of  inventories  against  assigned 
locations  and  initiates  a  correction  as  required;  performs  physical  inventories. 

7.  Contacts  vendors  regarding  prices,  specifications  or  delivery  and  places  orders  as  authorized. 

8.  Handles  warrant  claims  on  new  equipment  and  vehicles. 

9.  Checks  with  computer  systems  for  vendor  compliance.  a/m  hjcmtC  nPPT 
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JOB  CODE  TITLE:  PARTS  STOREKEEPER  JOB  CODE:  1929 

Business  Unit:  COMMN 
Job  Related  and  Essential  Qualifications: 

Knowledge  of:  storeroom  procedures,  methods  and  procedures  commonly  used  in  automotive/transit 
vehicle  parts  storerooms,  including  receipt,  storage,  identification  of  various  parts  through  the  use  of  parts 
catalogs  and  issuance  of  materials,  supplies  and  equipment;  safety  methods  and  procedures  used  to  ensure 
safe  automotive/transit  parts  storeroom  practices  in  the  loading,  unloading,  moving  and  storage  of  materials 
including  hazardous  items. 

Ability  to:  communicate  effectively  orally  and  clearly  exchange  information  with  supervisors,  other  city 
employees/officers  and  vendors;  interact  effectively  and  courteously  with  co-workers,  other  city 
departments  and  vendors;  count  and  perform  arithmetic  calculations  to  include  addition,  subtraction, 
multiplication  and  division;  read  and  understand  job-related  printed  written  materials  and  to  write  clearly 
and  legibly  in  preparing  orders  to  vendors;  requisitions,  storeroom  records  and  reports;  drive  an 
automobile;  and  lift  objects  up  to  sixty  (60)  pounds. 

Experience  and  training  Guidelines: 

1 .  Two  (2)  years  of  verifiable  experience  in  a  full-time  position  as  a  parts  storekeeper  in  a  storeroom  or 
warehouse  in  which  the  duties  consist  of  the  receipt,  inspection,  rotation,  storage,  inventory,  ordering 
and  issuing  of  large  quantities  of  a  wide  variety  of  parts  and  supplies;  AND 

2.  Possession  of  a  current  valid  California  driver  license;  AND 

3.  The  ability  to  lift  objects  weighing  sixty  (60)  pounds. 

Notes: 

1 .  Appointees  to  the  position  will  be  required  to  participate  in  the  National  Safety  Council  Forklift 
Truck  Operators  Training  course  conducted  by  the  department. 

2.  Employees  will  be  required  to  meet  the  minimum  qualifications  for  physical  strength,  endurance 
and  dexterity  during  the  probationary  period.  Failure  to  meet  these  qualifications  may  result  in  the 
termination  of  employment. 

3.  Employees  will  be  required  to  demonstrate  proficiency  in  parts  catalog  usage,  storeroom  procedures, 
automated  systems  and  materials  handling  equipment  operation  by  the  end  of  probation.  Failure  to 
demonstrate  proficiency  may  result  in  termination  of  employment. 

Essential  Junctions  require  the  following  physical  skills  and  work  environment:    ability  to  lift  sixty  (60) 
pounds;  operate  materials;  handling  equipment,  possible  exposure  to  hazardous  materials;  may  be  required 
to  work  rotating  shifts,  weekends  and  holidays. 

Effective  Date:    March  2,  1987 

Amended  Date:    WIVHW 

Reason  for  Amendment:  To  accurately  reflect  the  current  tasks,  knowledge,  skills  and  abilities  defined  in 
the  most  recent  job  analysis  conducted  for  this  job  code. 


CLASS  TITLE:   SUPPLY  ROOM  ATTENDANT  CODE:   1930 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  a  number  of  routine  duties  in  connection 
with  the  storage,  receipt  and  issuance  of  a  limited  variety  of  supplies 
at  a  subsidiary  storeroom  of  a  large  institution;  and  performs  related 
duties  as  required. 

Requires  responsibility  for  the  performance  of  duties  according  to 
instructions  and  established  procedures;  achieving  moderate  economies 
through  the  proper  handling,  storage  and  issuance  of  supplies. 

EXAMPLES  OF  DUTIES: 

1.  Performs  a  number  of  stock  keeping  and  related  clerical  duties 
in  a  subsidiary  storeroom  in  order  to  maintain  sufficient  supplies  of 
various  items,  as  needed,  and  maintain  records  of  receipts,  issuances 
and  balances  on  hand. 

2.  Requisitions  supplies  from  the  main  storeroom  for  the  pharmacy, 
central  supplies,  sewing  room  and  other,  services,  as  needed;  may  be  re- 
sponsible for  locked  storage  of  various  instruments  and  equipment  such 
as  luers,  needles,  catheters,  lebin  tubes  and  many  other  similar  sup- 
plies; issues  such  supplies  as  requested  by  nurses  and  others  concerned. 

3.  May  be  assigned  to  a  subsidiary  storeroom  in  connection  with  a 
hospital  kitchen;  receives,  checks  and  inspects  deliveries  of  various 
food  items  such  as  milk  and  eggs;  issues  such  items'  on  requisitions; 
keeps  record  of  amounts  issued  and  balances  on  hand;  cleans  subsidiary 
storeroom  and  maintains  stock  in  an  orderly  condition. 

U.   May  be  assigned  to  a  subsidiary  storeroom  in  connection  with 
a  hospital  kitchen  in  storing  other  food  stuffs  such  as  bread,  butter, 
juices,  canned  goods,  condiments;  also  janitorial  supplies,  tools  and 
equipment  used  by  porters  and  kitchen  helpers;  prepares  requisitions 
to  replenish  needed  supplies;  receives  and  inspects  deliveries  and 
places  in  stock;  issues  all  vitamins  from  stock  and  keeps  record  of 
balances  on  hand. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  eight  years  of 
elemnetary  school,  supplemented  by  two  years  of  experience  as  a 
kitchen  helper,  porter  or  orderly,  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of 
the  materials  and  supplies  stored  in  institutional  storerooms;  the 
usual  methods  and  procedures  used  in  a  subsidiary  storeroom  mainte- 
nance. 

Requires  ability  to  follow  oral  and  written  instructions  and 
cooperate  with  others  in  the  performance  of  routine  duties. 


CLASS  TITLE:   SUPPLY  ROOM  ATTENDANT  (Continued) 

PROMOTIVE  LINES: 

To:  Assistant  Storekeeper 

From:   Porter 
Orderly 
Kitchen  Helper 


CODE:   1930 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  SENIOR  PARTS  STOREKEEPER  CODE:  1931 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises  the  operations  of  a  small  to 
medium  size  storeroom  and  may  also  supervise  operations  of  a  small  off-site 
storeroom;  or  acts  as  an  assistant  supervisor  at  a  large  storeroom,  with  the 
responsibility  for  the  receipt,  inspection,  rotation,  storage,  inventory, 
ordering  and  issue  of  a  wide  variety  of  automotive  and/or  transit  vehicle 
parts  and  related  equipment  and  materials  in  support  of  a  vehicle  maintenance 
facility;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Positions  in  this  class  are  distinguished  from  Parts  Storekeeper  and 
Storekeeper  by  their  supervisory  responsibility  in  small  or  medium 
storerooms.  They  are  distinguished  from  Principal  Parts  Storekeeper  in  that 
the  former  may  assist  the  latter  in  supervising  a  large  storeroom.  Positions 
in  this  class  are  distinguished  from  class  1936  Senior  Storekeeper  in  that  the 
former  class  performs  duties  specifically  related  to  vehicle  and  transit 
vehicle  parts. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall 
not  be  considered  as  a  restriction  on  the  assignment  of  duties  not 
specifically  listed."  (CSC  Rule  7) 

1.  Plans,  assigns,  supervises,  reviews  and  evaluates  the  work  of 
subordinate  personnel  engaged  in  ordering,  receiving,  inspecting,  rotating, 
storing,  inventorying,  and  issuing  of  automotive  and/or  transit  parts  and 
related  materials. 

2.  Coordinates  storeroom  operations  with  inventory  control  staff  of  a 
materials  management  system,  purchasing  and  user  departmental  personnel  and 
vendors  to  maintain  established  levels  of  inventories;  plans  and  supervises 
the  storage  and  issuance  of  all  inventories  and  insures  proper  rotation  of 
stock. 

3.  Initiates  orders  to  replenish  inventories  or  to  acquire  as  needed 
non-inventoried  parts  and  related  materials;  contacts  vendors  regarding 
specifications,  prices,  and  delivery  particulars,  and  places  orders  as 
authorized;  arranges  for  the  disposal  of  obsolete  or  surplus  inventories. 

4.  Supervises  the  receipt  and  inspection  of  automotive  and/or  transit 
parts  and  related  materials  from  vendors;  ensures  conformance  with  ordered 
specifications  and  receiving  documents;  coodinates  with  vendors,  freight 
carriers,  technicians,  and  purchasing  and  inventory  control  personnel  to 
resolve  discrepancies;  coordinates  the  return  of  defective  or  repairable 
inventories  to  vendors  or  other  facilities. 

5.  Assists  inventory  control  staff  in  the  periodic  and  as-required 
inventorying  of  storeroom  stocks  and  in  the  validating  of  stock  location 
records. 

6.  Ensures  the  safety,  orderliness,  and  security  of  storeroom 
inventories,  facilities  and  equipment. 

DOCUMENTS  DEPT. 
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CLASS  TITLE:  SENIOR  PARTS  STOREKEEPER  CODE:  1931 

EXAMPLES  OF  DUTIES:  (Cont.) 

7.  Supervises  the  maintenance  of  required  files  in  the  storeroom  and 
the  proper  distribution  of  stores  documents  such  as  requisitions,  purchase  and 
delivery  orders,  packing  slips,  bills  of  lading,  freight  bills,  shipping  and 
issue  documents,  and  materials  safety  data  sheets. 

8.  Trains  storeroom  personnel  in  general  storeroom  practices, 
automotive  and/or  transit  parts  and  related  materials,  support  operations, 
facilities  and  equipment  safety,  and  hazardous  materials  handling. 

9.  Supervises  and  trains  storeroom  personnel  in  the  use  of  an  automated 
materials  management  system  for  reporting  receipts  and  issues  of  inventories 
and  determining  availability  and  location  of  the  same  via  a  computer 
terminal.  May  enter  data  and  extract  information  from  system  files  using  a 
terminal . 

10.  May  operate  light  vehicles  in  the  performance  of  assigned 
responsibilities. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and 
other  particulars...  Applicants  must  be  guided  solely  by  the  announcement  of 
the  examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge.  Abilities  and  Skills:  Good  working  knowledge  of  the  methods, 
procedures,  systems  and  equipment  used  in  modern  storekeeping  and  warehousing 
operations. 

Ability  to  assign,  supervise  and  inspect  the  work  of  subordinates;  to 
read  and  interpret  manufacturers'  parts  catalogs  and  related  publications;  to 
carry  out  oral  and  written  instructions;  to  use  an  interactive  automated 
management  system;  and  to  communicate  both  orally  and  in  writing. 

License:  Positions  may  require  possession  of  a  valid  California 
driver's  license. 

ADOPTED:   3-2-87 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  ASSISTANT  STOREKEEPER  CODE:  1932 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  manual  and  routine  duties  in  the 
receipt,  storage  and  issuance  of  materials,  supplies  and  equipment 
at  a  storeroom  or  central  warehouse;  installs,  services,  and  repairs 
a  variety  of  equipment  in  school  buildings;  and  performs  related 
duties  as  required. 

Requires  responsibility  for  following  instructions  and  established 
methods  and  procedures  regarding  storeroom  activities;  maintaining 
simple  records  of  time  worked  and  materials  used;  achieving  minor 
economies  in  the  prevention  of  loss  or  damage  to  stock  through  the 
proper  handling,  storage  and  issuance  of  supplies.  Nature  of  work 
may  require  considerable  physical  effort,  heavy  lifting,  and  manual 
dexterity. 

EXAMPLES  OF  DUTIES: 

1.  Receives  incoming  materials,  supplies  and  equipment  from 
vendors  or  from  other  city  warehouses  or  storerooms;  checks  items 
received  against  delivery  tags  and  signs  for  proper  number  of  cartons; 
carries,  or  trucks  items  received  to  the  proper  storage  location; 
breaks  down  bulk  stock  into  smaller  packages  or  units. 

2.  Enters  records  of  stocks  received  and  issued;  fills 
requisitions  on  storeroom;  assists  in  taking  periodic  inventories 
of  supplies  on  hand  in  storeroom  or  warehouse;  maintains  order  and 
cleanliness  in  storeroom, 

3.  Erects  metal  scaffolding  up  to  heights  of  60  f^et  for 
purposes  of  building  inspection,  maintenance  and  repair  activities, 
such  as  the  over-hauling  of  stage  rigging  and  the  relamping  of 
gymnasiums,  auditoriums  and  other  inaccessible  and  hazardous  locations 
but  excluding  building  trades  work  where  craftsmen  are  employed. 

4-.  Makes  minor,  unskilled  repairs  on  metal  lockers  used  in 
schools,  which  work  is  limited  to  the  use  of  simple  hand  tools; 
services,  repairs  and  replaces  locks;  changes  combinations  when  neces- 
sary. 

5.  Installs,  services  and  inspects  all  types  of  fire  extinguishers 
and  asbestos  curtains;  replaces  f usable  links  on  smoke  doors  in 
auditorium  stages;  replaces  flag  halyards;  makes  repairs  to  portable 
movie  screens  and  roll-up  maps;  installs  fixed  movie  screens,  map  rails 
and  flag  holdprs;  maintains  records  of  time  worked  and  materials  used 
during  various  assignments. 

6.  May  assist  in  the  salvage  of  usable  items  of  equipment  or 
supplies;  may  participate  in  the  sale  of  such  reclaimed  floods;  may 
operate  manual  or  automatic  equipment  such  as  dollies,  hand  or 
electric  trucks  and  fork  lifts  in  connection  with  the  receipt, 
storage,  removal,  transfer  or  issuance  of  supplies  and  equipment. 


CLASS  TITLE:   ASSISTANT  STOREKEEPER  (Cont'd)  CODE:   1932 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :   Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  one  year  of  experience  in  the 
receipt,  storage  and  issuance  of  large  quantities  of  materials, 
supplies  and  equipment,  or  one  year  of  experience  in  a  variety  of 
general  maintenance  and  repair  work;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  working 
knowledge  of  methods  and  procedures  commonly  used  in  receiving, 
storing  and  issuing  supplies  and  related  inventory  and  record  keeping 
work;  mechanical  maintenance  and  repair  methods  and  procedures;  the 
methods,  tools  and  equipment  used  in  general  maintenance  work. 

Requires  ability  to  follow  instructions  and  cooperate  with  others 
in  the  performance  of  duties;  maintain  accurate  records  and  inventor- 
ies; operate  various  manual  and  automatic  equipment  common  to  store- 
room activities . 

PROMOTIVE  LINES: 

To:   1934  Storekeeper 

1933  Schools  Warehouse  Asst.  Supervisor 

From:  Original  entrance  examination 

Consolidates  7440  Equipment  Technician 

J78   Stock  Clerk 

Amended:  6-20-77 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

D       (NEW  CLASS) 

CLASS  TITLE:   SCHOOLS  WAREHOUSE  ASSISTANT  SUPERVISOR       CODE:   1933 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  is  responsible  for  supervising  and  performing  the 
receiving,  storage,  issuance,  and  inventory  of  materials,  supplies, 
furniture  and  equipment  in  an  assigned  area  of  a  large  school  ware- 
house; and  performs  related  duties  as  required. 

Requires  responsibility  for:  giving  instructions  and  following 
established  methods  and  procedures  regarding  storeroom  activities; 
preparing  and  maintaining  school  supplies  and  equipment  records; 
achieving  minor  economies  by  preventing  loss  or  damage  through  the 
proper  handling,  storage  and  issuance  of  materials  and  supplies;  may 
occasionally  contact  school  department  personnel  or  vendors;   nature 
of  work  may  involve  physical  effort  and  heavy  lifting. 

EXAMPLES  OF  DUTIES : 

1.  In  a  working  supervisory  capacity  with  one  or  more  assistant 
storekeepers,  receives,  stores,  issues  and  takes  inventory  cf  materials, 
and  supplies  in  a  defined  area  of  a  large  school  warehouse ;  checks 
incoming  shipments  for  proper  quantity  and  damage;  assists  in  the 
checking  of  shipments  for  compliance  with  purchase  order  specifications; 

I     codes  and  marks  supplies  for  storage  location;  delivers  supplies  to 
appropriate  storage  area  using  a  hand  truck,  or  a  fork  lift;  may 
occasionally  be  temporarily  assigned  to  perform  duties  of  the 
immediate  supervisor. 

2.  Receives,  checks,  breaks  down,  and  fills  general  requisitions 
for  materials  and  supplies;  fills  rush  orders  submitted  by  the  admin- 
istrative division  of  the  school  department;  prepares  orders  for 
routing  by  delivery  trucks. 

3.  Directs  the  placement  of  furniture  and  merchandise  in  the 
warehouse  in  an  orderly  manner;  may  dispatch  subordinates  to  various 
schools  for  the  purpose  of  moving  or  distributing  furniture  or  equip- 
ment. 

4.  In  a  working  supervisor  capacity  with  one  or  more  assistant 
storekeepers  stores  incoming  shipments  delivered  by  the  Receiving 
Department;  places  supplies  and  equipment  in  proper  bin,  shelf  or 
area  as  indicated  by  the  master  catalog;  rotates  stock  to  minimize 
deterioration  of  supplies;  takes  requisitioned  supplies  from  storage 
areas  using  a  fork  lift,  hand  truck,  pallet  mover  or  conveyor;  measures, 
weighs  or  cuts  bulk  items;  supervises  the  packaging  of  items;  supervises 
the  loading  of  delivery  trucks;  maintains  stock  catalog,  code  numbers, 
bin  labels,  item  descriptions,  unit  changes,  additions  and  deletions. 

5.  Receives,  stores  and  disburses,  using  category  and  code  numbers, 
textbooks  used  in  the  school  district;  confers  by  telephone  with  the 
Sacramento  State  Textbook  warehouse  personnel  regarding  shipping  dates, 
priorities,  delivery  discrepancies  and  back  orders;  confers  with  various 

_     school  department  personnel;  takes  yearly  inventory;  receives.,  stores, 
issues  and  takes  inventory  of  all  data  processing  cards  and  material. 


(NEW  CLASS) 

CLASS  TITLE:   SCHOOLS  WAREHOUSE  ASSISTANT  SUPERVISOR      CODE:   1S33 

EXAMPLES  OF  DUTIES  (continued) 

6.   Receives,  checks,  stores  and  issues  non-perishable  U.S. 
Department  of  Agriculture  surplus  commodity  food  items;  stores  items 
by  code  number;  assembles  orders  for  delivery  to  school  cafeterias, 
children's  centers  and  home  economic  departments;  makes  telephone 
contact  with  school  personnel  in  the  central  office  and  with 
personnel  at  the  delivery  points;  prepares,  loads  and  plans  routes 
for  truck  delivery. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience;   Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  three  years  of  experience  in 
the  receipt,  storage  and  issuance  of  large  quantities  of  materials, 
supplies  and  equipment;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  working  knowledge 
of  methods  and  procedures  commonly  used  in  receiving,  storing  and 
issuing,  supplies  and  related  inventory  and  record  keeping  work. 

Requires  ability  to  provide  supervision;  follow  instructions  and      i 
cooperate  with  others  in  the  performance  of  duties ;  maintain  accurate 
records  and  inventories;  operate  various  manual  and  automatic  equipment 
common  to  storeroom  activities. 

Requires  skill  in  the  use  and/or  operation  of  a  fork  lift  truck, 
hand  truck  and  pallet  mover. 

PROMOTIVE  LINES: 

To:     1939  School  Warehouse  Supervisor 

From:   1932  Assistant  Storekeeper 

7550  School  Furniture  Service  Worker 
Consolidates  1933  School  Stock  Keeper 

1935  School  Supplies  Warehouse  Assistant  Supervisor 
7241  School  Equipment  Warehouse  Assistant  Supervisor 


ADOPTED:   6-20-77 


CLASS  TITLE:   STOREKEEPER  CODE:  193k 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  responsible  work  in  the 
requisitioning,  receipt,  issuance,  storage  and  inventory  of  materials, 
supplies  and  equipment;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:  carrying  out  and  explaining 
established  methods  and  procedures  related  to  modern  storekeeping 
functions  and  activities;  achieving  moderate  economies  through  the 
efficient  and  proper  handling,  storage  and  issuance  of  materials  and 
supplies;  making  occasional  contacts  with  vendors  and  personnel  of 
other  departments;  maintaining  important  storeroom  records  and 
inventories.   Nature  of  work  may  involve  considerable  physical  effort 
and  heavy  lifting. 

EXAMPLES  OF  DUTIES: 

1.  Receives  materials  and  supplies  at  a  central  warehouse  or 
storeroom;  checks  shipments  for  conformity  with  specifications  of  the 
purchase  order  or  requisition;  enters  records  of  items  received  on 
appropriate  forms;  stores  material  in  proper  area  using  hand  or  power 
equipment,  when  necessary;  makes  proper  entries  on  inventory  and  bin 
cards;  may  order  supplies,  when  needed,  or  may  call  shortages  to  the 
attention  of  the  proper  authorities;  makes  minor  purchases  from  a  petty 
cash  fund;  may  contact  vendors  regarding  prices,  specifications,  or 
delivery  particulars. 

2.  Codes  requisitions  on  storeroom,  fills  requisitions,  and 
arranges  for  delivery  of  supplies  to  users;  checks  requisitions  against 
purchase  orders  for  correctness;  makes  proper  entries  on  bin  cards  and 
other  records  indicating  the  disbursement  of  stores. 

3.  Maintains  inventory  records;  prepares  inventory  charts;  stamps 
items  of  furniture  or  equipment  with  appropriate  identification  number; 
supervises  and  participates  in  the  physical  inventory  of  stores  and 
equipment;  may  supervise  assistant  storekeepers  in  the  various  phases 
of  storekeeping  operations. 

1;.  Operates  various  hand  or  automatic  equipment  used  in  the 
labeling,  transport  and  storage  of  supplies;  may  operate  a  light  truck 
in  connection  with  the  pick-up  or  delivery  of  stores;  may  supervise 
and  assist  in  the  cleaning  of  storage  areas  and  the  maintenance  of  a 
neat,  orderly  storeroom  or  warehouse;  may  supervise  or  assist  in  salvage 
and  sale  of  usable  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  three  years  of  experience  in  the 
receipt,  storage  and  issuance  of  large  quantities  of  materials,  supplies 
and  equipment;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:  STOREKEEPER  (continued)  CODE:  193U 

Knowledge,  Abilities  and  Skills:  Requires  a  general  knowledge  of: 
the  methods  and  practices  of  general  storekeeping,  including  the 
ordering,  receipt,  storage,  requisitioning,  inventory  and  issuance  of 
large  and  varied  quantities  of  supplies,  materials  and  equipment. 

Requires  ability  to:   follow  detailed  instructions  and  supervise 
subordinates;  check  stores  received;  fill  requisitions  for  stores 
accurately  and  promptly;  keep  accurate  records  of  all  transactions. 

PR0M3TIVE  LINES: 

To:  Senior  Storekeeper 

From:   Assistant  Storekeeper 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  PRINCIPAL  PARTS  STOREKEEPER  CODE:  1935 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises  the  operations  of  a  large  vehicle 
maintenance  storeroom  with  the  responsibility  for  the  receipt,  inspection, 
rotation,  storage,  inventory,  ordering  and  Issue  of  a  wide  variety  of 
automotive  and/or  transit  vehicle  parts  and  related  equipment  and  materials  in 
support  of  a  vehicle  maintenance  facility;  may  also  supervise  operations  of  an 
off-site  sub-storeroom;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Positions  in  this  class  are  distinguished  by  their  supervisory 
responsibility  for  a  large  vehicle  maintenance  storeroom,  whereas  the  Senior 
Parts  Storekeepers  have  responsibility  for  small  or  medium  storerooms.  These 
positions  are  distinguished  from  Supervising  Parts  Storekeeper  in  that  the 
latter  has  responsibility  for  a  group  of  vehicle  parts  storerooms. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall 
not  be  considered  as  a  restriction  on  the  assignment  of  duties  not 
specifically  listed."  (CSC  Rule  7) 

1.  Plans,  assigns,  supervises,  reviews  and  evaluates  the  work  of 
subordinate  personnel  engaged  in  ordering,  receiving,  inspecting,  rotating, 
storing,  inventorying,  and  issuing  of  automotive  and/or  transit  parts  and 
related  materials. 

2.  Coordinates  storeroom  operations  with  inventory  control  staff  of  a 
materials  management  system,  purchasing  and  user  departmental  personnel  and 
vendors  to  maintain  established  levels  of  inventories;  plans  and  supervises 
the  storage  and  issuance  of  all  inventories  and  insures  proper  rotation  of 
stock. 

3.  Initiates  orders  to  replenish  inventories  or  to  acquire  as  needed 
non-inventoried  parts  and  related  materials;  contacts  vendors  regarding 
specifications,  prices,  and  delivery  particulars,  and  places  orders  as 
authorized;  arranges  for  the  disposal  of  obsolete  or  surplus  inventories. 

4.  Supervises  the  receipt  and  inspection  of  automotive  and/or  transit 
parts  and  related  materials  from  vendors;  ensures  conformance  with  ordered 
specifications  and  receiving  documents;  coordinates  with  vendors,  freight 
carriers,  technicians,  and  purchasing  and  inventory  control  personnel  to 
resolve  discrepancies;  coordinates  the  return  of  defective  or  repairable 
inventories  to  vendors  or  other  facilities. 

5.  Assists  inventory  control  staff  in  the  periodic  and  as-required 
inventorying  of  storeroom  stocks  and  in  the  validating  of  stock  location 
records. 

6.  Ensures  the  safety,  orderliness,  and  security  of  storeroom 
inventories,  facilities  and  equipment. 

7.  Supervises  the  maintenance  of  required  files  in  the  storeroom  and 
the  proper  distribution  of  stores  documents  such  as  requisitions,  purchase  and 
delivery  orders,  packing  slips,  bills  of  lading,  freight  bills,  shipping  and 
issue  documents,  and  materials  safety  data  sheets. 

DOCUMENTS  DEPT. 
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CLASS  TITLE:  PRINCIPAL  PARTS  STOREKEPER  CODE:  1935 

EXAMPLES  OF  DUTIES:  (Cont.) 

8.  Trains  storeroom  personnel  in  general  storeroom  practices, 
automotive  and/or  transit  parts  and  related  materials,  support  operations, 
facilities  and  equipment  safety,  and  hazardous  materials  handling. 

9.  Supervises  and  trains  storeroom  personnel  in  the  use  of  an  automated 
materials  management  system  for  reporting  receipts  and  issues  of  inventories 
and  determining  availability  and  location  of  the  same  via  a  computer 
terminal.  May  enter  data  and  extract  information  from  system  files  using  a 
terminal . 

10.  May  operate  light  vehicles  in  the  performance  of  assigned 
responsibilities. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and 
other  particulars...  Applicants  must  be  guided  solely  by  the  announcement  of 
the  examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge.  Abilities,  and  Skills:  Thorough  knowledge  of  the  methods, 
procedures,  systems  and  equipment  used  in  modern  storekeeping  and  warehousing 
operations. 

Ability  to  supervise,  assign  and  inspect  the  work  of  subordinates;  to 
read  and  interpret  manufacturers'  parts  catalogs  and  related  publications;  to 
carry  out  oral  and  written  instructions;  and  to  use  an  interactive  automated 
management  system.  Good  oral  and  written  communication  skills. 

ADOPTED:   3-2-87 

0002m 


CLASS  TITLE:   SENIOR  STOREKEEPER  CODE:   1936 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  and  supervises  the  operations 
in  one  large  or  several  small  storerooms,  stocking  a  large  and  diversi- 
fied inventory  of  materials,  supplies  and  equipment;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   executing  and  interpreting  policy 
and  enforc"'!?  adherence  to  established  procedures  related  to  modern 
storekeeping  functions  and  activities;  achieving  considerable  economies 
in  the  efficient  ordering,  receipt,  handling,  storage  and  disbursement 
of  large  quantities  of  materials,  supplies  and  equipment;  making  frequent 
contacts  with  vendors  and  officers  and  employees  of  other  departments; 
supervising  and  maintaining  detailed  systems  of  storeroom  records  and 
inventories;  submission  of  accurate  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  receipt  and  inspection  of  all  shipments  of 
materials,  supplies  and  equipment;  may  persorally  check  the  contents  of 
shipments  for  compliance  with  specifications  regarding  type  of  goods, 
quantities,  prices,  or  other  details;  supervises  proper  storage  of  all 
supplies  and  equipment;  supervises  the  proper  rotation  of  stock. 

2.  Orders,  requisitions  and  makes  direct  cash  purchases  of  sup- 
plies and  equipment;  obtains  accurate  information  regarding  product 
specifications,  sources  of  supply  and  prices  of  materials  or  supplies 

or  equipment;  checks  the  details  of  purchase  orders  against  requisitions 
or  other  documents;  controls  and  maintains  extensive  files  of  information 
on  the  prices  and  specifications  of  items  frequently  ordered. 

3.  Checks  the  consumption  of  supplies  and  maintains  an  adequate 
stock  on  hand;  supervises  and  participates  in  the  taking  of  physical 
inventory,  the  maintenance  of  a  perpetual  inventory,  and  the  maintenance 
of  other  records  of  storeroom  transactions. 

k-      Processes  and  checks  requisitions  for  supplies  or  equipment; 
supervises  the  filling  of  requisitions  and  the  delivery  of  supplies; 
writes  and  fills  store  orders  for  various  materials. 

5.  Charges  disbursements  to  the  proper  accounts;  posts  charges 
and  transmits  to  the  controller's  office;  maintains  and  supervises  the 
maintenance  of  all  records  of  disbursements  and  receipts  of  stores. 

6.  Makes  necessary  arrangements  for  repairs  to  furniture  or 
equipment  of  operating  departments;  supervises  the  collection  and 
salvage  of  usable  materials  and  equipment;  maintains  liaison  between 
vendors  and  operating  departments;  may  perform  the  duties  of  a  store- 
keeper, when  necessary. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience;   Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  five  years  of  progressively  responsible 
experience  in  the  requisitioning,  receipt,  storage  and  issuance  of 
large  quantities  of  materials,  supplies  and  equipment;  or  an  equiv- 
alent combination  of  training  and  experience. 


I 


CLASS  TITLE:   SENIOR  STOREKEEPER  (continued)  CODE:   1936 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of: 
the  methods,  procedures  and  systems  used  in  modern  storekeeping  and 
warehousing,  especially  as  related  to  the  stores  operation  of  the  city 
and  county |  the  organization  of  the  various  city  departments!  supplies 
and  materials  commonly  required  to  be  stocked. 

Requires  the  ability  to:   assign,  supervise  and  inspect  the  work  of 
subordinates?  control  large  and  varied  stock  inventories;  maintain  an 
accurate  system  of  storekeeping  records. 

PROMOTIVE  LINES: 

To:   Stores  and  Equipment  Assistant  Supervisor 
Purchaser 

From:   Storekeeper 


• 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  SUPERVISING  PARTS  STOREKEEPER  CODE:  1937 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  coordinates  and  directs  the  operations 
of  a  group  of  storerooms  with  responsibility  for  the  receipt,  inspection, 
rotation,  storage,  inventory  and  issue  of  a  wide  variety  of  automotive  and/or 
transit  parts  and  related  materials  in  support  of  vehicle  maintenance 
facilities;  performs  important  duties  in  assignment  and  supervision  of 
storekeeping  personnel  and  in  the  interpretation,  execution  and  enforcement  of 
established  policies  and  procedures  related  to  storekeeping  and  warehousing 
operations;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  class  is  distinguished  from  lower  level  Principal  and  Senior  Parts 
Storekeeper  positions  by  its  operational  responsibilities  for  a  group  of  parts 
storerooms  rather  than  one  storeroom;  and  from  class  1940  Stores  and  Equipment 
Supervisor  by  the  latter  position's  overall  responsibilities  for  all  storeroom 
operations  under  the  Director  of  Purchasing. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall 
not  be  considered  as  a  restriction  on  the  assignment  of  duties  not 
specifically  listed."  (CSC  Rule  7) 

1.  Plans,  assigns,  supervises,  reviews  and  evaluates  the  work  of 
subordinate  storeroom  supervisors  assigned  to  various  vehicle  maintenance 
facilities;  trains  supervisory  staff  concerning  storeroom  policies  and 
methods,  automotive  or  transit  parts  and  related  materials,  support 
operations,  and  the  operation  and  use  of  an  automated  materials  management 
system. 

2.  Inspects  for  the  proper  storage  of  parts  and  materials,  and  the 
maintenance  of  required  housekeeping  standards,  enforces  compliance  with 
established  City  and  Purchasing  Department  policies  and  procedures,  including 
safety  requirements;  recommends  security  policies  and  procedures  for 
safeguarding  storeroom  stock  and  equipment  and  insures  compliance  with 
established  procedures. 

3.  Monitors  the  operation  of  parts  issue  counters,  coordinates  with 
maintenance  shop  supervisors  regarding  overall  service  levels  and  adjusts 
operations  or  recommends  changes  as  appropriate;  insures  that  parts  counters 
are  properly  staffed  and  provided  with  necessary  and  updated  reference 
materials  and  parts  manuals,  and  that  personnel  are  adequately  trained  in 
their  use. 

4.  Reviews  space  utilization  in  relation  to  the  physical 
characteristics,  equipment  requirements  and  movement  of  stock  in  each  parts 
storeroom,  establishes,  schedules  and  supervises  the  transfer  and  issuance  of 
inventories  between  storerooms;  develops  and  implements  improvements  to  the 
operational  efficiency  of  storerooms. 

5.  Monitors  the  accuracy  of  stock  item  and  stock  location  records 
against  actual  storeroom  stocks;  directs  corrective  action  when  appropriate; 
and  plans  and  coordinates  periodic  and  as-required  storeroom  inventories  in 
conjunction  with  inventory  control  staff. 

6.  Develops,  implements  and  monitors  performajce-jn^asurement  criteria 
for  storeroom  operations.  uu^omtiMioUtFr, 
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CLASS  TITLE:  SUPERVISING  PARTS  STOREKEEPER  CODE:  1937 

EXAMPLES  OF  DUTIES:  (Cont.) 

7.  Monitors  staffing  levels,  recommends  changes  as  required  and 
develops  labor  budget  to  support  planned  staffing. 

8.  Analyzes  and  interprets  management  reports  and  information  provided 
by  an  automated  materials  management  system  and  initiates  or  recommends 
appropriate  actions. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and 
other  particulars...  Applicants  must  be  guided  solely  by  the  announcement  of 
the  examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge.  Abilities  and  Skills:  Thorough  knowledge  of  the  methods, 
procedures,  systems  and  equipment  used  in  modern  storekeeping  and  warehousing 
operations. 

Ability  to  supervise,  assign,  inspect  and  coordinate  the  work  of 
subordinate  storekeeping  supervisory  personnel;  analyze,  interpret  and  develop 
data  and  reports;  and  to  use  an  interactive  automated  inventory  management 
system. 

Good  oral  and  written  communications  skills. 

ADOPTED:   3-2-87 

#0002m 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   STORES  AND  EQUIPMENT  ASSISTANT  SUPERVISOR  CODE:   1938 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  planning,  coordinating  and  directing  the  stores 
administration  of  the  purchasing  department  of  a  property  control  storage  facility; 
performs  important  duties  in  the  assignment  and  supervision  of  storekeeping  personnel 
and  the  control  and  inspection  of  their  work;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Positions  in  class  1938  Stores  and  Equipment  Assistant  Supervisor  are  responsible  for 
the  interpretation,  execution  and  enforcement  of  established  methods  and  procedures  and 
for  the  development  of  new  and  improved  methods  and  procedures  related  to  modern  and 
efficient  storekeeping.   Positions  in  this  class  may  be  located  in  the  Purchasing  Department 
or  may  administer  the  Property  Control  Section  of  the  Police  Department. 

Major  assignments  in  the  Purchasing  Department  include:   (1)  audits  and  coordinates  all 
storekeeping  activities  at  widely  scattered  locations;  or  (2)  supervises  or  directs  the 
activities  of  a  large  number  of  subordinate  personnel. 

Major  assignments  in  the  Police  Department  include:   (1)  coordinates  and  supervises 
the  activities  of  the  Property  Control  Section;  (2)  directs  and  supervises  the  receipt, 
recording,  safekeeping,  release  and  final  disposition  of  all  evidentiary  property; 
I    (3)  directs  the  activities  of  the  lost  or  abandoned  property  section. 

EXAMPLES  OF  DUTIES: 

1.  Coordinates  all  storekeeping  functions  of  the  purchasing  or  police  department; 
inspects  for  proper  storage  of  supplies,  cleanliness  of  premises  and  adherence  to 
established  departmental  storekeeping  procedures;  assures  uniformity  of  methods  and 
procedures  in  use;  assists  in  coordinating  storekeeping  activities. 

2.  Recommends  improved  methods  and  procedures  and  better  use  of  available  facilities 
and  equipment;  consults  with  various  departmental  officers  and  employees  in  order  to 
determine  their  needs  and  to  assist  in  the  solution  of  their  problems;  compiles  and  submits 
related  detailed  reports. 

3.  Assigns  duties  to,  and  supervises  or  directs  the  activities  of  a  number  of  sub- 
ordinate personnel  engaged  in  storekeeping  activities;  requisitions  supplies  for  use  in 
storekeeping  activities. 

k.      May  order  material,  inspect  inventory  control  records,  contact  vendors  regarding 
product  specifications  or  other  details,  inspect  material  received,  write  work  orders, 
write  specifications  for  new  items,  check  correctness  of  requisitions  and  material  orders 
make  purchases  from  petty  cash  fund,  and  check  material  received  registers. 

5.  Arranges  for  the  sale  of  unclaimed  property  at  public  auctions;  sets  the  dates  for 
public  auctions  to  allow  for  adequate  space  for  the  continuous  flow  of  incoming  property. 

6.  Oversees  the  receipt,  storage  and  record  keeping  of  weapons  and  other  contraband; 
arranges  for  the  property  destruction  as  ordered  by  the  Court  or  by  operation  of  law. 


CLASS  TITLE:   STORES  AND  EQUIPMENT  ASSISTANT  SUPERVISOR  CODE:   1938 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high  school,  supple- 
mented by  at  least  seven  years  of  progressively  responsible  experience  in  storekeeping 
activities,  including  at  least  two  years  as  a  supervisor  of  a  large  or  several  small 
storerooms;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of:  modern  store- 
keeping  methods  and  techniques,  as  applied  to  the  purchasing  department;  or  a  Property 
Control  Storage  Department;  the  organization  of  the  various  departments;  the  materials, 
supplies,  and  equipment  commonly  used  in  their  operation. 

Requires  ability  to:   supervise,  assign,  inspect  and  coordinate  the  work  of  a  large 
number  of  subordinates  engaged  in  storekeeping  activities  at  widely  scattered  locations; 
inspect  the  work  of  such  subordinates  and  detect  and  correct  errors  in  storekeeping 
procedures;  write  concise  and  effective  reports;  establish  and  maintain  effective  working 
relationships  with  city  and  county  officers,  employees  and  vendors. 

License:   Requires  possession  of  a  valid  state  motor  vehicle  operator's  license. 

PROMOTIVE  LINES: 

TO:      Stores  and  Equipment  Supervisor 

FROM:    Senior  Storekeeper 

AMENDED:   3-5-79 


• 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   SCHOOLS  WAREHOUSE  SUPERVISOR  CODE:   1939 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  and  is  responsible  for  the  operations  of 
a  school  supplies  or  equipment  warehouse,  including  the  receipt,  storage  and  is- 
suance of  all  supplies  and  equipment  used  by  the  San  Francisco  Unified  School  Dis- 
trict; and  performs  related  duties  as  required. 

Requires  responsibility  for  interpreting,  executing,  enforcing  and  assisting 
in  the  establishment  of  policies  and  procedures  related  to  the  operations  of  the 
school  warehouse;  achieving  considerable  economies  in  the  efficient  receipt,  han- 
dling, storage  and  disbursement  of  large  quantities  of  school  supplies  and  equip- 
ment; making  frequent  contacts  with  school  department  personnel  of  all  levels  and 
outside  agencies  regarding  warehouse  operations;  preparing  or  supervising  the  pre- 
paration of  records  and  reports  of  warehouse  activities. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  verifies  the  receipt  of  a  great  variety  of  school  supplies 
and  equipment,  including  a  large  volume  of  stock  items,  surplus  commodity  foods  and 
miscellaneous  materials  not  classified  as  stock  items;  is  responsible  for  assuring 
that  stock  received  conforms  to  specifications  listed  on  purchase  orders  and  pur- 
chase contracts,  both  as  to  quantity  and  quality. 

2.  Assigns  and  supervises  the  work  of  subordinate  personnel  in  delivering, 
installing  and  adjusting  of  school  furniture  and  a  variety  of  school  equipment, 
including  metal  lockers,  flag  halyards,  locker  locks  and  fire  prevention  equipment. 

3.  Supervises  the  efficient  storage  of  school  materials  and  supplies;  desig- 
nates storage  areas;  is  responsible  for  the  efficient  rotation  of  stock  on  hand. 

4.  Supervises  the  movement  and  storage  of  school  furniture  and  related  equip- 
ment to  and  from  schools,  warehouses  and  furniture  re-finishing  shops;  requisitions 
the  purchase  of  a  variety  of  miscellaneous  school  equipment  and  materials  such  as 
fire  extinguishers,  metal  lockers,  metal  scaffolds  and  hand  tools;  assists  in  the 
annual  ordering  and  purchasing  of  new  school  furniture,  file  cabinets  and  related 
equipment . 

5.  Supervises  the  issuance  of  materials  and  supplies  to  the  various  schools 
in  accord  with  requisitions  received;  assigns  subordinate  personnel  to  the  work  of 
filing  requisitions;  plans  and  supervises  the  work  of  school  truck  drivers  in  the 
delivery  of  materials  and  supplies  to  schools  throughout  the  city. 

6.  Supervises  and  is  responsible  for  the  taking  of  periodic  physical  inven- 
tories; confers  with  and  reconciles  with  supplies  division  auditors  regarding  in- 
ventory checks. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supplemented  by 
at  least  six  years  of  progressively  responsible  experience  in  the  requisitioning, 
receipt,  storage  and  issuance  of  large  quantities  of  materials,  supplies  and  equip- 
ment, including  at  least  one  year  in  a  supervisory  capacity;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of  the  methods, 
procedures  and  systems  used  in  modern  storekeeping  and  warehousing,  especially  as 
they  relate  to  the  stores  operation  of  the  San  Francisco  Unified  School  District; 
the  organization  of  the  San  Francisco  Unified  School  District;  supplies  and  materials 
commonly  used  by  the  school  department. 


CLASS  TITLE:   SCHOOLS  WAREHOUSE  SUPERVISOR  CODE:   1939 

MINIMUM  QUALIFICATIONS:  (cont'd) 

Requires  the  ability  to  assign,  supervise  and  inspect  the  work  of  subordinates; 
deal  courteously  and  effectively  with  school  department  personnel  of  all  ranks. 

PROMOTIVE  LINES: 

To  :  1938  Stores  and  Equipment  Assistant  Supervisor 

From:  1936  Senior  Storekeeper 

1933  School  Warehouse  Assistant  Supervisor 

Consolidates  1937  School  Supplies  Warehouse  Supervisor  I 
7245  School  Equipment  Warehouse  Supervisor  I 

New  Class 
ADOPTED:   6-20-77 


CLASS  TITLE:   STORES  AND  EQUIPMENT  SUPERVISOR  CODE:   19UO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  plans,  coordinates  and  di- 
rects the  stores  administration  of  the  purchasing  department;  directs 
and  supervises  the  disposition  of  salvage  materials,  equipment  and  sup- 
plies; and  performs  related  duties  as  required. 

Requires  responsibility  for:  executing  and  interpreting  depart- 
mental policy  and  originating  and  enforcing  intra-unit  policies  relating 
to  stores  and  salvage  operations;  achieving  considerable  economies 
through  the  efficient  supervision  and  direction  of  the  purchase,  order, 
receipt,  storage,  inspection,  disbursement  and  inventory  of  supplies, 
material  and  equipment  and  the  salvage  and  sale  of  used  material,  sup- 
plies and  equipment;  making  frequent  personal  contacts  with  department 
heads  and  vendors  of  supplies  and  equipment;  directing  the  maintenance 
of  a  complex  system  of  stores  and  inventory  records  covering  large  and 
varied  stocks  of  materials,  supplies  and  equipment. 

EXAMPLES  OF  DUTIES- 

1.  Directs,  coordinates  and  plans  the  activities  of  the  bureau  of 
equipment  and  supplies;  supervises,  assigns  and  inspects,  either  di- 
rectly or  through  subordinates,  the  work  of  all  personnel  of  the  bu- 
reau; interprets  departmental  rules  and  regulations  to  subordinates; 
enforces  uniformity  of  procedures  throughout  the  bureau;  enforces  safety 
regulations  and  rules  regarding  orderliness  and  cleanliness  of  store- 
rooms. 

2.  Supervises  the  maintenance  of  perpetual  inventory  records  of 
equipment;  supervises  the  application  for,  and  the  assignment  of,  state 
motor  vehicle  license  plates;  supervises  the  maintenance  of  records  of 
equipment  loaned  to  departments;  directs  and  supervises  the  locating, 
labeling  and  listing  of  all  equipment  purchased;  directs  the  issuance 
of  stationery  to  all  departments. 

3.  Supervises  and  directs  the  receipt,  storage  and  issuance  of  all 
materials,  supplies  and  equipment  purchased  aid  carried  on  inventories; 
directs  the  transfer  of  equipment  and  supplies  between  or  within  de- 
partments. 

k>     Represents  purchasing  department  at  meetings  with  vendors  and 
representatives  of  other  city  departments;  attends  and  conducts  meetings 
of  subordinates  relative  to  the  improvement  and  standardization  of 
storekeeping  procedures. 

5.   Directs  the  collection  of  materials  to  be  salvaged  or  used  for 
scrap;  directs  the  maintenance  of  a  salvage  yard;  advertises  for  bids 
on  sales  of  salvaged  materials  and  equipment,  or  scrap;  conducts  sales 
of  such  materials  or  equipment;  receives  and  deposits  monies  from  bids; 
directs  the  refund  of  money  to  unsuccessful  bidders;  seeks  to  obtain 
maximum  reuse  of  salvage  material  and  equipment  or  maximum  value  from 
their  sale. 


CLASS  TITLE:   STORES  AND  EQUIPMENT  SUPERVISOR  CODE:   19I+O 

(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  nine  years  of  progressively  responsible 
experience  in  storekeeping  or  related  activities,  at  least  two  years  of 
which  shall  have  been  in  a  responsible  supervisory  capacity;  or  an  equi- 
valent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  know- 
ledge of:  modern  techniques,  methods,  equipment  and  facilities  used  in 
storekeeping,  especially  as  relates  to  the  purchasing  department;  the 
organization  of  the  various  city  departments;  commonly  stock  items,  ma- 
terials, equipment  and  supplies. 

Requires  ability  to:  plan,  direct  and  coordinate  the  activities 
of  a  number  of  storerooms,  stocking  a  large  and  varied  supply  of  mater- 
ials and  equipment;  direct  the  activities  of  subordinates  working  at 
widely  scattered  locations;  prepare  oral  and  written  reports. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Stores  and  Equipment  Assistant  Supervisor 


*) 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

Class  Title:  ASSISTANT  MATERIALS  COORDINATOR  Code:  1942 

CHARACTERISTICS  OF  THE  CLASS 

Under  general  direction,  supervises  and  coordinates  the  materials 
management  activities  related  to  planning,  ordering,  receiving,  storage  and 
distribution  of  a  wide  variety  of  supplies  and/or  equipment  within  a  large 
operating  department;  participates  in  the  development  and  revision  of 
departmental  policies  and  procedures;  attends  a  variety  of  meetings  and 
committees;  maintains  an  integrated  computerized  inventory  control  system 
through  subordinates  by  training  and  supervision;  consults  with  departmental 
unit  managers  on  the  impact  of  materials  management  procedures;  and  performs 
related  duties  as  required. 

DISTINGUISHING  FEATURES 

Positions  in  this  class  are  responsible  for  supervision  of  the  daily 
operations  of  a  materials/inventory  management  unit  of  a  large  operating 
department,  including  ordering,  delivery  and  Inventory  of  supplies  and/or 
equipment.  This  class  reports  to  and  is  distinguished  from  the  higher  level 
Materials  Coordinator  in  that  the  latter  assumes  broader  responsibility  for 
all  functions  within  the  materials  management  unit  of  a  large  department  and 
is  responsible  for  systems  development  and  coordination  of  departmental 
materials  needs  with  the  Office  of  the  Purchaser.  This  class  is  distinguished 
from  Stores  and  Equipment  Supervisor  by  its  participation  with  department 
management  in  the  analyses,  evaluation  and  planning  of  inventory  levels  for 
materials,  supplies  and  equipment. 

EXAMPLES  OF  DUTIES 

"The  class  specification  should  be  descriptive  of  the  class  and  shall  not 
be  considered  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Plans,  assigns,  supervises  and  reviews  the  work  of  subordinate  staff 
engaged  in  the  maintenance  of  Inventory  management  records,  determination  of 
material  requirements,  preparation  of  purchase  requisitions,  delivery  orders, 
term  purchase  agreements  and  processing  accounts  payable  documents;  prepares 
periodic  and  special  reports  of  unit  activities. 

2.  Confers  with  section  or  division  managers  and  supervisors  regarding 
material  support  operations,  short  or  long  range  plans  effecting  supplies  and 
usage;  and  adjusts  or  recommends  necessary  Inventory,  storage  or  reorder 
changes. 

3.  Confers  with  departmental  users  and  vendor  representatives  regarding 
service,  product  quality  and  durability,  and  purchase  feasibility;  implements 
systems  for  providing  information  to  users  on  status  of  order;  Investigates 
and  resolves  user  and  accounts  problems. 

4.  Participates  in  product  evaluation  activities,  including  preparation 
of  statistical  information;  may  write  item  or  service  specifications;  may 
prepare  documents  for  major  supply  contracts. 

5.  Evaluates  inventory  levels  and  reorder  points  by  compiling  and 
analyzing  utilization  statistics;  advises  management  of  significant 
transactions  and  trends;  recommends  changes  in  established  targets  when 
indicated;  plans  and  directs  annual  and  special  inventories  of  supplies  and 
equipment;  and  maintains  a  computerized  inventory  management  information 
system. 


CLASS  TITLE:   ASSISTANT  MATERIALS  COORDINATOR  CODE:   1942 

EXAMPLES  OF  DUTIES:   (Cont.) 

6.  Participates  in  the  development  and  implementation  of  departmental 
policies  and  procedures  in  conformance  with  departmental  and  City  and  County 
purchasing  and  storeroom  policies;  develops  and  implements  internal 
distribution  systems  and  security  policy;  regularly  reviews  existing  systems 
and  procedures,  and  recommends  revisions  as  necessary. 

7.  Selects  and  evaluates  subordinate  personnel;  approves  timeroll 
records;  documents  and  makes  recommendations  on  employee  performance  and 
discipline;  identifies  training  needs  and  determines  appropriate  training 
programs. 

QUALIFICATIONS 

"The  examination  announcement  shall  provide  the  qualifications  ...  and 
other  particulars  ...  Applicants  must  be  guided  solely  by  the  announcement  of 
the  examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge,  Abilities  and  Skills: 

Comprehensive  knowledge  of:  the  principles  and  practices  of  materials 
management  and  procurement  including  methods  of  automated  inventory  management. 

Working  knowledge  of:  governmental  budgeting,  purchasing  and  contracting 
policies  and  procedures;  and  principles  and  techniques  of  effective 
supervi  sion. 

Ability  to:  develop,  interpret  and  Implement  policies  and  procedures; 
gather  and  analyze  data  and  project  supply  requirements;  prepare  clear  and 
concise  reports  and  correspondence;  and  communicate  effectively,  both  orally 
and  In  writing,  with  departmental  and  purchasing  staff  and  vendor 
representatives;  read  and  Interpret  technical  parts,  equipment  and  supply 
catalogs  and  related  technical  documents  within  the  specific  operating 
department. 

ADOPTED:   1-22-90 
#4039c 
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SAN  FRANCISCO  CIVIL  SERJJJ^.J(^gttQH 

CLASS  TITLE:  MATERIALS  COORDINATOR  CODE:   1944 

CHARACTERISTICS  OF  THE  CLASS:  pubuc^ibhapv 

Under  general  direction,  organizes,  coordinates  and  analyzes  needs  related 
to  the  planning,  acquisition  and  distribution  of  materials  and  equipment  in  a 
large  department;  develops  materials  planning  and  control  systems;  coordinates 
materials  management  activities  including  inventory  control  and 
interdepartmental  improvements  with  the  Purchaser  as  necessary;  and  performs 
related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  class  is  used  in  the  Purchaser's  Office  or  in  a  large  city  department 
and  is  distinguished  from  Supervising  Purchaser  and  Stores  and  Equipment 
Supervisor  by  its  responsibility  for  developing,  planning  and  monitoring 
materials  management  systems  and  operations,  including  automated  inventory  and 
cost  control  systems. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  RULE  7) 

1.  Manages  the  development  and  monitoring  of  materials  management  methods 
and  procedures;  coordinates  the  development  and  implementation  of  automated 
cost  and  inventory  control  systems;  coordinates  acquisition  and  processing 
needs. 

2.  Analyzes  materials/stores  procedures  and  financial  control  issues; 
determines  the  frequency  and  fluctuation  of  demand  for  items  in  order  to 
maintain  an  adequate  supply  of  parts;  makes  recommendations  to  purchasing  and 
stores  personnel  for  economies  in  inventory,  including  the  reduction  of 
overstocked  items  and  the  elimination  of  obsolete  stock;  recommends,  develops, 
and  implements  controls  to  reduce  inventory  shrinkage. 

3.  Plans,  organizes  and  directs  activities  that  will  assure  the 
appropriate  planning,  ordering,  timely  delivery  and  control  of  materials. 
Assesses  training,  classification  and  organizational  development  needs  of 
department  personnel  and  managers,  and  advises  the  Purchaser's  Office  of  such 
needs  regarding  stores/parts  personnel. 

4.  When  assigned  to  a  user  department,  acts  as  an  advisor  to  and 
coordinates  materials  activities  with  the  Purchaser's  Office;  develops  methods 
for  and  coordinates  the  management  planning  of  material  needs  with  the 
Purchaser's  Office;  maintains  close  communications  with  departmental  managers 
and  the  Purchaser's  Office  to  assure  that  the  material  and  planning  needs  of 
the  department  are  met. 

5.  Coordinates  information  with  Data  Processing  in  order  to  facilitate 
the  timely  generation  of  computer  reports  for  stores/parts  management. 

6.  Writes  reports  as  necessary  regarding  materials,  inventory,  and  cost 
control  issues;  analyzes  and  interprets  for  management  reports  produced  by 
automated  information  systems;  prepares  and  coordinates  budget  requirements 
relating  to  materials  management. 


CLASS  TITLE:  MATERIALS  COORDINATOR  CODE:  1944 


QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and  other 
particulars... Applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  RULE  9) 

Knowledge.  Abilities  and  Skills:  Extensive  knowledge  of:  the  principles 
and  practices  of  materials  management  and  procurement;  budgeting,  accounting 
and  auditing;  modern  office  methods  and  procedures  including  familiarity  with 
the  potentials  and  limits  of  electronic  data  processing  systems. 

Ability  to:  plan,  coordinate  and  supervise  activities  relative  to 
materials  management;  effectively  communicate  both  orally  and  in  writing  to  a 
wide  variety  of  people;  develop  and  evaluate  methods,  procedures  and  analytic 
information  systems  (accounting,  auditing,  parts,  inventory);  implement  and 
monitor  new  systems  and  programs;  and  apply  quantitative  analysis  techniques. 

ADOPTED:  7/18/83 

AMENDED:   9/21/87 
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Civil  Service  Commission  of  San  Francisco 


CLASS  TITLE:   CODING  SUPERVISOR,  PURCHASING  DEPARTMENT       CODE:  19^8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  develops  and  maintains  a  city-wide 
materials  and  supplies  coding  system;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   planning  and  coordinating  the 
development  and  maintenance  of  a  central  material  coding  index; 
making  regular  contacts  with  administrative  and  storekeeping  personnel 
at  various  locations  and  personnel  of  other  city  departments  for  the 
purpose  of  planning,  explaining,  interpreting  and  assuring  uniformity 
in  the  use  of  the  coding  system;  preparing  and/or  supervising  the 
preparation  of  various  operating  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  develops,  coordinates  and  supervises  the  establishment 
and  maintenance  of  a  central  materials  and  supplies  coding  index  to  be 
used  uniformly  in  all  city  departments  in  the  requisitioning  of  materials 
and  supplies. 

2.  Determines  the  order  of  priority  regarding  which  materials  and 
supplies  are  to  be  coded;  assigns  code  numbers  and  standard  nomenclature 
to  materials  and  supplies;  develops  a  centrally  located  master  file  of 
such  code  numbers  and  nomenclature;  develops  subsidiary  files  for  use 

in  storerooms  and  other  city  locations  sufficient  for  the  efficient 
operation  of  the  coding  system. 

3.  Determines  the  need  for  revisions,  additions  and  deletions  to 
the  coding  indexes;  notifies  all  using  departments,  storekeeping  personnel 
and  other  interested  parties  of  such  changes. 

ka   Reviews  and  analyzes  incoming  requisitions  to  check  accuracy  of 
code  numbers  shown  thereon;  determines  and  affixes  appropriate  code 
numbers  where  applicable. 

5o  Prepares  or  supervises  the  preparation  of  operating  records  and 
reports  used  to  assist  the  central  purchasing  agency  to  determine 
quantity  and  frequency  of  purchases. 

6.  May  develop  or  assist  in  developing  description  patterns  and 
item  descriptions  for  all  coded  materials  and  supplies. 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  eight  years  of  progressively  responsible 
experience  in  work  dealing  with  a  wide  and  varied  stock  of  materials 
and  supplies,  including  experience  with  material  coding,  and  including  at 
least  two  years  of  supervisory  experience;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge 
of:   a  wide  and  diverse  variety  of  materials  and  supplies  used  throughout 
a  large  jurisdiction;  the  properties  and  interchangeability  of  common 
stock  materials  and  supplies;  modern  methods  and  procedures  used  in 
assigning  code  numbers  and  nomenclature  to  materials  and  supplies. 


CLASS  TITLE:   CODING  SUPERVISOR,  PURCHASING  DEPARTMENT 

(Continued)        -  "■  CODE:   19^8 


Requires  ability  to:   develop,  plan  and  implement  a  modern 
materials  and  supplies  coding  system;  work  with  and  direct  the  work 
of  others;  prepare  and  maintain  accurate  records  and  reports. 

PROMOTIVE  LINES: 

To:    Stores  and  Equipment  Supervisor 

From:   Senior  Storekeeper 

Stores  and  Equipment  Assistant  Supervisor 


Adopted:   8/9/62 


DOCUMENTS  DEPT. 

CITY  AND  COUNTY  OF  SAN  FRANCISCO  g, 

DEPARTMENT  OF  HUMAN  RESOURCES  _  ._  |-RANCISCO 


PUBLIC  LIBRARY 


1950  ASSISTANT  PURCHASER 


Definition:  Under  direct  supervision,  performs  technical  duties  in  connection  with  the 
routine  purchase  of  a  limited  variety  of  materials,  supplies  and  equipment;  makes 
frequent  personal  contact  with  user  departments  and  vendors;  is  responsible  for  following 
established  methods  and  procedures  in  the  clerical  and  technical  aspects  of  purchasing 
activities;  and  performs  related  duties  as  required. 

Distinguishing  Features:  This  entry-level  code  is  distinguished  from  the  next  higher 
code,  1952  Purchaser,  in  that  the  incumbents  in  the  latter  code  perform  full  journey-level 
duties.  Assistant  Purchasers  are  typically  assigned  duties  of  a  well-defined  nature  and 
with  increased  experience  are  gradually  assigned  projects  with  a  greater  scope  of 
responsibility. 

Examples  of  Important  and  Essential  Duties:  According  to  the  Civil  Service 
Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of  duties 
assigned  to  this  job  code  and  are  not  intended  to  be  an  inclusive  list. 

1.  Receives,  analyzes  and  edits  requisitions  for  the  purchase  of  materials,  supplies 
and  equipment. 

2.  Confers  with  department  personnel  concerning  the  availability,  cost  and  use  of 
commodities. 

3.  Analyzes  quotations  and  determines  the  most  suitable  vendors. 

4.  Advises  user  departments  and  vendors  regarding  appropriate  purchasing  methods 
and  procedures. 

5.  Investigates  and  resolves  complaints  related  to  receipt  of  goods  and  performance 
of  services. 

6.  Maintains  detailed  purchasing  records  including  commodity  and  service  codes. 

7.  Assists  senior  staff  on  large  purchasing  projects. 

8.  Performs  related  duties  and  responsibilities  as  assigned. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  principles,  methods  and  procedures  used  in  the  purchase  of  large 
quantities  of  materials  and  supplies  for  a  centralized  governmental  agency. 

Ability  to:  establish  and  maintain  effective  working  relationships  with 
departmental  personnel  and  vendor;  analyze  vendor  proposals  and  recommend 
awards;  prepare  correspondence  and  maintain  statistical  records;  read  and 
understand  commodity  specifications  and  write  clear  and  concise  descriptions; 
sort  and  group  requisitions  by  their  item  description  to  consolidate  purchasing 
activities;  correlate  descriptions  of  requested  items  with  commodities/service 
codes  and  descriptions  of  items  on  contracts;  communicate  clearly,  concisely  and 


accurately  in  verbal  and  written  form;  work  effectively  and  maintain  good 

relations  with  a  variety  of  employees,  departments,  suppliers,  and  government  ^ 

entities. 

Skill  to:  use  software  systems  for  information  retrieval,  word  processing,  and  to 
create,  review  and  approve  various  purchasing  documents. 

Experience  and  Training  Guidelines: 

1.  Possession  of  a  baccalaureate  degree  from  an  accredited  four-year  college  or 
university,  preferably  with  coursework  in  business  or  public  administration;  AND 

2.  One  (1)  year  of  verifiable  purchasing  experience  with  responsibility  for  identifying 
vendors  and  ascertaining  quotes,  selecting  a  vendor  based  on  a  set  of  criteria,  and 
identifying  and  negotiating  terms  and  conditions. 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  environment:  Ability  to 
work  in  a  standard  office  environment  which  may  involve  prolonged  sitting,  bending  and 
operation  of  typing,  word  processing  and  other  office  equipment. 

Effective  Date:  5/15/78 

Amended  Date:  7/23/99  j 

Reason  for  Amendment:       To  accurately  reflect  the  current  tasks,  knowledge,  skills 

and    abilities    defined    in    the    most    recent  job    analysis 
conducted  for  this  job  code. 


• 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   PURCHASER  CODE:   1952 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  purchases  a  wide  variety  of  standardized  or  specialized  materials, 
equipment  and  services;  analyzes  and  develops  product  specifications;  achieves  considerable 
economies  in  the  efficient  purchase  of  large  quantities  of  materials,  supplies  and 
equipment;  makes  frequent  personal  contact  with  user  departments  and  vendors;  and  performs 
related  duties  as  required. 

DISTINGUISHING  FEATURES : 

Positions  in  this  class  are  distinguished  from  1950  Assistant  Purchaser  in  that 
incumbents  perform  at  full  journey  level  in  the  exercise  of  duties  and  responsibilities 
defined  by  the  scope  of  purchasing  assignments,  by  the  level  of  contacts  with  vendors 
and  user  departments,  and  by  the  level  of  product  and  industry  knowledge.   While 
Purchasers  may  assist  in  the  training  of  Assistant  Purchasers,  they  are  distinguished 
from  higher  levels  in  the  series  in  that  they  are  assigned  no  supervisory  responsibilities 

EXAMPLES  OF  DUTIES: 

1.  Receives  requisitions  to  be  processed  into  purchase  orders;  analyzes  requisitions 
in  order  to  determine  type  of  purchase,  possible  vendors,  specifications  or  other  factors; 
checks  requisitions  for  completeness  and  correctness;  confers  with  the  user  departments 
regarding  specification  requirements. 

2.  Edits  product  specifications  submitted  and  prepares  new  specifications  when 
required;  establishes  contractual  conditions;  determines  type  of  purchase  or  bid  forms 

to  be  used;  lists  suitable  vendors;  directs  the  preparation,  distribution  and  advertisemen 
of  proposals  for  bids. 

3.  Analyzes  bids  received  from  vendors;  evaluates  prices,  discounts,  delivery 
conditions  and  products  offered  in  order  to  insure  proper  quality  and  advantageous  price; 
determines  successful  bidder  and  makes  recommendations  relative  to  the  awarding  of 
contracts;  may  assist  in  expenditing  the  delivery  of  urgently  needed  purchases  or  may 
otherwise  act  in  a  liaison  capacity. 

k.      Consults  with  officers  and  employees  of  various  departments  in  order  to  better 
determine  their  needs,  advise  them  on  new  product  developments  and  adjust  complaints 
on  vendor  compliance;  consults  with  vendors  and  their  representatives  in  order  to  acquaint 
them  with  methods  and  procedures  and  the  rules  and  regulations  of  the  purchasing  departmen 
and  obtain  information  on  their  products  and  services. 

5-   Attempts  to  combine  purchases  from  separate  departments  in  order  to  secure 
quantity  discounts  when  possible;  maintains  current  and  complete  lists  of  vendors  and 
files  of  information  on  their  products  based  on  previous  purchases,  and  maintains  informa- 
tion on  various  other  sources;  supervises  and  assigns  work  to  a  small  clerical  staff. 

6.  May  be  assigned  to  a  specific  service,  equipment  or  material  commodity  group, 
requiring  the  development  of  highly  specialized  technical  knowledge,  such  as  petroleum 
products  or  computer  hardware. 

7.  May  assist  in  the  training  of  Assistant  Purchasers. 


CLASS  TITLE:   PURCHASER  CODE:   1952 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  graduation  from  a  recognized  college  or 
university  with  a  baccalaureate  degree  in  business,  social  or  physical  science. 

Knowledge,  Abilities  and  Skills:   Requires  a  considerable  knowledge  of:   the 
principles,  methods  and  procedures  employed  in  the  purchase  of  large  quantities  of  a 
wide  variety  of  materials,  supplies  and  equipment  and  their  characteristics,  sources 
of  supply  and  uses;  the  rules,  regulations  and  legal  provisions  pertinent  to  the 
activities  of  the  purchasing  department. 

Requires  ability  to:   prepare  product  specifications  and  purchase  contracts; 
analyze  bid  proposals  and  recommend  awards;  prepare  correspondence;  assign  work  to  a 
clerical  staff  and  train  Assistant  Purchasers. 

PROMOTIVE  LINES: 

TO:    Senior  Purchaser 

FROM:   Original  entrance  examination 
Assistant  Purchaser 

AMENDED:   5- 1 5.78 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

|:    CLASS  TITLE:   PURCHASER  (PRINTING)  CODE:   1954 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  purchases  large  quantities  of  printing,  stationery,  forms  and 
associated  products  and  services;  analyzes  and  develops  printing  and  related  product 
specifications;  achieves  considerable  economies  in  the  efficient  purchase  of  large 
quantities  of  highly  specialized  materials,  supplies  'and  equipment;  makes  frequent 
personal  contact  with  user  departments  and  vendors;  and  performs  related  duties  as 
required. 

DISTINGUISHING  FEATURES: 

Positions  in  this  class  are  distinguished  from  other  classes  in  this  series  by 
the  specialized  nature  of  purchasing  assignments  relating  to  stationery,  inks,  printing  . 
processes  and  formats.   Incumbents  perform  at  the  full  journey  level  and  may  assist  in 
the  training  of  1950  Assistant  Purchasers.   Positions  are  further  distinguished  from 
higher  levels  in  the  purchasing  series  in  that  they  are  assigned  no  supervisory  respon- 
sibilities. 

EXAMPLES  OF  DUTIES: 

1.  Receives  requisitions  to  be  processed  into  purchase  orders;  analyzes  requisitions 
in  order  to  determine  type  of  purchase,  possible  vendors,  specifications  of  other  factors: 
checks  requisitions  for  completeness  and  correctness;  confers  with  user  departments 

ft\    regarding  specification  requirements. 

2.  Prepares  bid  specifications  and  contractual  conditions  for  all  types  of  printing, 
forms,  stationery  and  related  items;  establishes  contractual  conditions  insuring  non- 
restrictive  and  competitive  nature;  lists  suitable  vendors;  directs  the  preparation, 
distribution  and  advertisement  of  proposals  for  bids. 

3.  Analyzes  bids  received  from  vendors;  evaluates  prices,  discounts,  delivery 
conditions  and  products  offered  in  order  to  insure  proper  quality  and  advantageous  price; 
determines  successful  bidder  and  makes  recommendations  relative  to  the  awarding  of 
contracts;  may  assist  in  expediting  the  delivery  or  urgently  needed  purchases  or  may 
otherwise  act  in  a  liaison  capacity. 

k.      Consults  with  officers  and  employees  of  various  departments  in  order  to  better 
determine  their  needs,  advise  them  on  new  product  developments  and  adjust  complaints 
on  vendor  compliance;  consults  with  vendors  and  their  representatives  in  order  to  acquaint 
them  with  methods  and  procedures  and  the  rules  and  regulations  of  the  purchasing  departmer 
and  obtain  information  on  their  products  and  services. 

5.  Attempts  to  combine  purchases  from  separate  departments  in  order  to  secure 
quantity  discounts  when  possible;  maintains  current  and  complete  lists  of  vendors  and 
files  of  information  on  their  products  based  on  previous  purchases,  and  maintains  infor- 
mation on  various  other  sources;  supervises  and  assigns  work  to  a  small  clerical  staff. 

6.  May  assist  in  the  training  of  Assistant  Purchasers. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  graduation  from  a  recognized  college  or  university 
with  a  baccalaureate  degree  in  business,  social  or  physical  science. 
^         Requires  at  least  two  years  of  responsible  experience  in  the  sale  or  purchase  of 
W)        wholesale  stationery,  printing  or  related  products  and  services;  or  an  equivalent  com- 
bination of  training  and  experience. 


CLASS  TITLE:   PURCHASER  (PRINTING)  CODE:   I95A- 

MINIMUM  QUALIFICATIONS:   (Cont.) 

Knowledge,  Abilities  and  Skills:   Requires  a  considerable  knowledge  of:   methods 
and  techniques  used  in  purchasing  of  large  quantities  of  printing,  stationery  and 
related  supplies  and  services;  the  graphic  arts,  including  letter  press  printing, 
lithography,  engraving,  bookbinding  and  paper  stock;  and  the  rules,  regulations  and 
legal  provisions  pertinent  to  the  activities  of  the  purchasing  department. 

Requires  ability  to:   establish  specifications  for  bids  on  the  purchase  of  various 
types  of  printing  and  stationery;  prepare  purchase  contracts;  analyze  proposals  and 
make  recommendations  for  awards  on  bids  received  from  vendors;  establish  and  maintain 
effective  working  relationships  with  departmental  personnel  and  vendors;  prepare 
correspondence;  assign  work  to  a  clerical  staff  and  train  Assistant  Purchasers. 

PROMOTIVE  LINES: 

TO:    Senior  Purchaser 

FROM:   Original  entrance  examination 
Assistant  Purchaser 

AMENDED:   5-15-78 


* 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   SENIOR  PURCHASER  CODE:   1956 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  purchasing  work  of  considerable  difficulty  and 
complexity  in  the  central  buying  bureau  or  in  a  large  department;  exercises  technical 
supervision  over  journey  level  or  trainee;  achieves  major  economies  through  efficient 
purchase  of  large  quantities  of  materials;  supplies  and  equipment;  makes  frequent 
personal  contact  with  user  departments  and  vendors;  and  performs  related  duties  as 
required. 

DISTINGUISHING  FEATURES: 

Positions  in  this  class  are  distinguished  from  the  journey  level  purchaser  class 
in  that  incumbents  are  working  supervisors  who  exercise  technical  supervision  consisting 
primarily  of  review  of  completed  work  or  direction  on  difficult  projects.   This  class  is 
distinguished  from  the  next  higher  class  of  1958  Supervising  Purchaser  in  that  the  latter 
exercises  over-all  administration  of  the  buying  division  and  participates  in  development 
of  methods  and  procedures. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  duties  to,  inspects  and  approves  the  completed  work  of  a  group  of 
purchasers  engaged  in  the  preparation  of  product  specifications  and  purchasing  contracts, 
the  analysis  of  vendors'  bids,  and  the  awarding  of  contracts  to  vendors. 

2.  Examines  and  approves  for  payment:   revolving  fund  vouchers,  requests  for  funds, 
encumbrance  requests,  and  publicity  and  advertising  vouchers. 

3.  Prepares  and  directs  the  preparation  of  specifications  and  contractual  conditions 
for  the  purchase  of  a  large  variety  of  materials,  supplies  and  services. 

k.      Reviews  and  approves  the  awarding  of  contracts  on  informal  bids;  reviews  and 
recommends  the  award  of  contracts  on  formal  bids. 

5.  May  be  assigned  to  perform  difficult  and  complex  purchasing  activities  on  site 
for  a  large  department  such  as  San  Francisco  General  Hospital  or  the  Municipal  Railway. 

6.  Interprets  departmental  policy,  rules  and  regulations  governing  purchasing 
activities  to  subordinates,  personnel  of  various  city  departments,  and  vendors;  gives 
advice  on  procedures  when  required. 

MINIMUM  REQUIREMENTS: 

Training  and  Experience:   Requires  graduation  from  a  recognized  college  or  university 
with  a  baccalaureate  degree  in  business,  social  or  physical  science. 

Requires  at  least  four  years  of  progressively  responsible  experience  in  the  purchasing 
of  large  quantities  of  materials,  supplies,  equipment  and  services. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of:   the  theory 
and  techniques  used  in  purchasing  large  quantities  of  materials,  supplies  and  equipment; 
the  organization  and  activities  of  the  various  city  departments;  the  laws,  rules  and 
regulations  governing  the  activities  of  the  purchasing  department  and  purchasing  procedures: 
a  wide  variety  of  materials,  supplies  and  equipment  and  their  sources  of  supply;  current 
market  conditions  affecting  price  trends  and  availability. 


CLASS  TITLE:   SENIOR  PURCHASER  CODE:   1956 

4 
MINIMUM  REQUIREMENTS:   (Cont.) 

Requires  considerable  ability  to:   assign,  direct,  review  and  approve  the  work  of 
subordinates  and  advise  and  instruct  them  in  their  work;  write  product  specifications 
and  purchasing  contracts;  review  and  analyze  bids  of  vendors;  establish  and  maintain 
effective  relationships  with  departmental  personnel  and  vendors. 

PROMOTIVE  LINES: 

TO:    1958  Supervising  Purchaser 

FROM:   1952  Purchaser 

AMENDED:   5-15-78 


* 


* 


NEW  CLASS- 
SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
W   CLASS  TITLE:   SUPERVISING  PURCHASER  CODE:   1958 

CHARACTERISTICS  OF  CLASS: 

Under  general  administrative  direction  is  responsible  for  the  overall  administration 
of  the  Buying  Division  of  the  Purchasing  Department;  supervises  a  professional  staff  of 
purchasers;  achieves  considerable  economies  in  the  efficient  purchase  of  large  quantities 
of  materials,  supplies  and  services;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  single  position  class  is  distinguished  from  the  next  lower  class  of  Senior 
Purchaser  in  that  the  incumbent  has  responsibility  for  both  administrative  and  technical 
supervision  of  the  Buying  Division's  professional  and  clerical  staff  in  the  performance 
of  all  but  the  most  exceptional  purchasing  activities.   This  employee  reports  to  the 
Assistant  Director  of  Purchasing  and  Services. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns,  directs,  reviews  and  evaluates  the  work  of  the  staff  of  the 
Buying  Division;  confers  regularly  with  the  Assistant  Director  of  Purchasing  and  Services 
and  with  Senior  Purchasers  in  the  Division  and  those  assigned  to  City  departments;  recom- 
mends in  service  training  for  members  of  professional  staff. 

2.  Drafts  the  most  complex  multi-part  contract  proposals  for  review  by  the  Assistant 
Director  of  Purchasing  and  Services;  oversees  the  related  processes  of  bidding,  awards  and 

W    administrator  of  contracts;  makes  detailed  review  of  all  formal  proposals  and  requests  for 
payment;  review  all  purchasing  specifications;  participates  in  negotiations  relating  to 
the  purchase  of  various  types  of  insurance  carried  by  city  departments. 

3.  Meets  with  representatives  of  City  departments  and  vendors  to  discuss  technical 
requirements  of  proposed  purchases;  resolves  departmental  and  vendor  problems  that  cannot 
be  ameliorated  at  a  lower  level. 

k.      Interprets  departmental  policy,  rules  and  regulations  governing  purchasing 
activities  to  subordinates,  personnel  of  various  city  departments,  and  vendors;  gives 
advice  on  procedures  when  required;  consults  with  personnel  in  the  City  Attorney's  Office. 

5.   Assists  the  Assistant  Director  of  Purchasing  and  Services  in  the  formulation  of 
policies,  methods  and  procedures,  and  may  act  for  him  in  his  absence. 

MINIMUM  REQUIREMENTS: 

Training  and  Experience:   Requires  graduation  from  a  recognized  college  or  university 
with  a  baccalaureate  degree  in  business,  social  or  physical  science. 

Requires  at  least  five  years  of  progressively  responsible  experience  in  the  purchasing 
of  large  quantities  of  materials,  supplies,  equipment  and  services,  one  year  of  which  must 
have  been  in  a  supervisory  capacity. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of:   the  theory 
and  techniques  used  in  purchasing  large  quantities  of  materials,  supplies  and  equipment; 
the  organization  and  activities  of  the  various  city  departments;  the  laws,  rules  and 
regulations  governing  the  activities  of  the  purchasing  department  and  purchasing  procedures; 
^  a  wide  variety  of  materials,  supplies  and  equipment  and  their  sources  of  supply;  current 
market  conditions  affecting  price  trends  and  availability. 


CLASS  TITLE:   SUPERVISING  PURCHASER  '  CODE:   1958 

MINIMUM  REQUIREMENTS:   (Cont.) 

Requires  considerable  ability  to:   assign,  direct,  review  and  approve  the  work  of 
subordinates  and  advise  and  instruct  them  in  their  work;  write  product  specifications 
and  purchasing  contracts;  review  and  analyze  bids  of  vendors;  establish  and  maintain 
effective  relationships  with  department  personnel  and  vendors. 

PROMOTIVE  LINES: 

TO:    1160  Assistant  Director  of  Purchasing  &  Services 

FROM:   1956  Senior  Purchaser 

ADOPTED:   5-15-78 


' 


*' 


CLASS  TITLE:  NIGHT  MALE  AMBULATORY  SUPERVISOR  CODE;   2102 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  during  an  assigned  night  shift,  performs 
the  duties  of  a  supervisor  in  the  operation  and  maintenance  of  wards  in 
an  institution  housing  all  male  ambulatory  residents;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
enforcing  existing  policy  and  methods  concerning  the  care  and  welfare  of 
male  night  ambulatory  residents;  making  regular  contacts  with  the  general 
public,  professional  personnel  and  employees  in  other  departments  to 
explain  procedures  and  regulations  relating  to  the  operation  of  the 
wards:  preparing  and  maintaining  personnel,  financial,  and  medical 
records,  such  as  time  cards,  payroll,  valuables  of  patients,  routine 
medical  records  and  reports,   Nature  of  work  requires  occasional  heavy 
lifting  of  sick  or  injured  patients;  occasional  exposure  to  sprains  and 
strains  and  some  disagreeable  working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  During  an  assigned  night  shift,  supervises  the  maintenance  and 
operation  of  the  sections  and  wards  housing  all  male  ambulatory  residents 
in  an  institution. 

2.  Makes  frequent  inspection  rounds  of  the  several  wards  to 
ascertain  physical  comfort  and  welfare  of  individual  residents; 
investigates  incidents  of  illness,  accident  or  improper  conduct;  takes 
necessary  action  as  required;  prepares  related  reports. 

3.  Makes  frequent  inspections  of  buildings  and  premises  to  assure 
proper  security  and  detect  violations,  accidents  or  fire  hazards;  takes 
necessary  actions  to  correct  incidents;  contacts  concerned  authorities 
such  as  physicians^  police,  fire  or  coroner's  office. 

h.     May  operate  an  automobile,  in  the  event  of  an  emergency,  in 
transporting  injured  or  ill  residents  to  other  locations  on  the  insti- 
tution grounds. 

5.  Incidentally  supervises  the  timeclock  station  in  the  area  to 
assure  adherence  to  proper  conduct  and  procedure  among  employees; 
places,  removes  and  maintains  employees'  timecards  in  proper  locations 
in  the  timecard  rack. 

6.  May  perform  the  duties  of  a  relief  telephone  operator. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  three  years  of  experience  as  an  orderly;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
modern  hospital  cleaning  methods,  materials,  appliances  and  their  uses, 
application  and  care;  principles  of  supervision  as  they  apply  to 
working  with  large  numbers  of  institutionalized  residents;  techniques 
and  methods  in  the  care  and  welfare  of  residents. 


CLASS  TITLE;   NIGHT  MALE  AMBULATORY  SUPERVISOR  CODE 2   2102 

(continued) 

Requires  ability  and  skill  tos   supervise,  instruct  and  train  others 
in  the  care  of  residents  in  ambulatory  wards;  organize  work  into 
activity  units;  make  assignments  and  schedules;  keep  records  and  make 
reports;  work  effectively  with  others 0 

PROMOTIVE  LINES  % 

To;  Day  Male  Ambulatory  Supervisor 

From;  Orderly 


CLASS  TITLE :  MY  MALE  AMBULATORY  SUPERVISOR  CODE:   210U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  during  an  assigned  day  shift,  performs  the  duties 
of  a  supervisor  in  the  operation  and  maintenance  of  wards  in  an 
institution  housing  all  male  ambulatory  residents;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   carrying  out  and  enforcing  existing 
policy  and  methods  concerning  the  care  and  welfare  of  male  ambulatory 
residents;  making  regular  contacts  with  the  general  public,  professional 
personnel,  and  employees  in  other  departments  to  explain  procedures 
and  regulations  relating  to  the  operation  of  the  wards;  preparing  and 
maintaining  personnel,  financial,  medical  and  payroll  records  and 
reports.   Nature  of  work  requires  occasional  heavy  lifting  of  sick  or 
injured  persons;  occasional  exposure  to  sprains  and  strains  and  some 
disagreeable  working  conditions, 

EXAMPLES  OF  DUTIES: 

1.  During  an  assigned  day  shift,  supervises  the  maintenance  and 
operation  of  the  sections  and  wards  housing  all  male  ambulatory 
residents  in  an  institution,  including  the  work  of  assigned  personnel, 

2.  Supervises  the  custody  of  personal  property,  money  and 
valuables  of  residents;  assures  that  all  such  property  is  placed  in 
safekeeping. 

3.  Requisitions  clothing  and  various  supplies  for  residents,  as 
necessary,  and  issues  such  articles  to  them. 

1+.  Assigns  various  part-time  tasks  to  residents;  maintains 
related  timerolls  of  individuals;  prepares  monthly  payrolls  and 
distributes  paychecks  accordingly;  maintains  order  among  all  ambulatory 
male  residents;  counsels  and  endeavors  to  adjudicate  arguments  and 
misunderstandings  as  they  arise, 

5.  Checks  physical  well-being  of  residents;  assures  that  they 
receive  proper  care  and  medical  treatment. 

6.  Admits  new  patients;  maintains  related  records;  assigns 
patients  to  respective  wards. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  three  years  of  experience  as  an  orderly;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
modern  hospital  cleaning  methods,  materials  and  appliances  and  their 
uses,  application  and  care;  principles  of  supervision  as  they  apply  to 
working  with  large  numbers  of  institutionalized  residents;  techniques 
and  methods  of  the  care  and  welfare  of  residents. 

Requires  ability  and  skill  to:   supervise,  instruct  and  train 
others  in  the  care  of  residents  in  ambulatory  wards;  organize  work 
into  activity  units;  make  assignments  and  schedules;  keep  records  and 
make  reports;  work  effectively  with  others. 


CLASS  TITLE?  DAY  MALE  AMBULATORY  SUPERVISOR  (continued)    CODE;   210U 

PROMO TIVE  LINES s 

To?  No  normal  lines  of  promotion 

From?  Orderly 

Night  Male  Ambulatory  Supervisor 


DOCUMENTS  DEPT 

CITY  AND  COUNTY  OF  SAN  FRANCISCO 
SAN  FRANCISCO  DEPARTMENT  OF  HUMAN  RESOURCES 


2105  PATIENT  SERVICES  FINANCE  TECHNICIAN 


SAN  FRANCISCO 
PUBLIC  LiL, { 


Definition: 

Under  general  supervision,  provides  technical  support  and  acts  as  liaison  between  patients, 
staff,  claims  examiners,  insurance  company  representatives,  and  State  and  Federal  funding  sources 
to  ensure  the  complete  and  accurate  charging  for  patient  services  in  the  Department  of  Public  Health; 
and  performs  related  duties  as  assigned. 

Distinguishing  Features: 

The  2 1 05  Patient  Services  Finance  Technician,  located  in  the  Department  of  Public  Health, 
is  distinguished  from  the  2112  Medical  Record  Technician,  which  is  primarily  responsible  for  the 
creating  and  maintaining  of  medical  records  and  for  the  supervision  of  Medical  Record  Clerks, 
whereas  the  emphasis  of  the  2105  Patient  Services  Finance  Technician  is  the  monitoring  and 
tracking  of  charges  for  patient  services.  The  2105  Patient  Services  Finance  Technician  is 
distinguished  from  the  1637  Patient  Accounts  Clerk,  who  monitor  the  collection  of  payments  on 
delinquent  accounts  by  Health  Care  Billing  Clerks,  whereas  the  2105  Patient  Services  Finance 
Technician  is  not  responsible  for  the  collection  of  delinquent  accounts.  It  is  distinguished  from  the 
2903  Eligibility  Worker  and  the  2908  Hospital  Eligibility  Worker  which  determine  eligibility, 
whereas  the  2105  Patient  Services  Finance  Technician  ensures  that  charges  are  submitted  for 
services  rendered  once  eligibility  is  established.  It  is  distinguished  from  the  1428  Unit  Clerk,  who 
performs  clerical  activities  including  maintaining  patient/medical  data. 

Supervision  Exercised: 


None. 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the 
range  of  duties  assigned  to  this  class  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Reviews  and  monitors  for  completeness  and  accuracy  the  charges  for  patient  services;  acts 
as  liaison  between  patients,  staff,  claims  examiners,  insurance  company  representatives,  and 
State  and  Federal  funding  sources  to  ensure  the  complete  and  accurate  charging  for  patient 
services. 

2.  Reconciles  medical  record  documentation  and  corresponding  charges  for  accuracy  and 
completeness  of  charging  for  patient  services;  monitors,  corrects,  and  submits  charge  tickets. 


2105  PATIENT  SERVICES  FINANCE  TECHNICIAN  (CONTINUED) 

3.  Assists  in  the  development,  modification,  and  implementation  of  patient  service  charging 
procedures  and  tracking  databases  to  improve  efficiency  and  maximize  reimbursement  from 
funding  sources  for  patient  services. 

4.  Enters  information  into  patient  service  charging  and  tracking  databases;  retrieves  summary 
charging  reports  for  analysis  by  management;  groups  documents  by  date,  procedure,  and 
diagnosis  for  processing. 

5.  Performs  clerical  audits  of  medical  records  for  appropriate  documentation  to  support 
disability  related  claims  by  patients,  including  Workers'  Compensation  and  Social  Security 
Disability. 

6.  When  assigned  to  Occupational  Health  Services,  may  be  assigned  the  additional  duty  to 
process  the  clerical  aspects  of  the  Workers'  Compensation  Program;  processes  related 
documentation,  and  enters  information  into  workers*  compensation  database. 

7.  Performs  related  duties  and  responsibilities  as  assigned. 


Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Basic  medical  terminology,  medical  claims  processing  procedures,  modern 
medical  office  procedures,  medical  billing  and  International  Classification  of  Diseases  (ICD-9) 
codes. 

Ability  to:  Monitor  the  charging  process  for  patient  services;  interact  with  staff,  patients,  and 
family  members,  and  government  and  private  funding  sources. 

Experience  and  Training  Guidelines: 

Two  years  of  experience  in  a  medical  office  monitoring  the  charging  and  reimbursement  for 
services,  or  an  equivalent  combination  of  training  and  experience. 

Desirable:  Medical  Evaluation  Assistant  Degree  or  Medical  Assistant  Certificate;  Health 
Information  Technology  Degree  or  Health  Information  Technology  Certificate. 

ADOPTED:        2/7/97 

REASON  FOR  NEW  CLASS: 

A  new  classification  is  necessary  to  provide  technical  support  and  act  as  liaison  between 
patients,  stall,  claims  examiners,  insurance  company  representatives,  and  State  and  federal  funding 
sources  to  ensure  the  complete  and  accurate  charging  for  patient  services 

SI     •lii^spcc. 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

2106  MEDICAL  STAFF  SERVICES  DEPARTMENT  (MSSD)  SPECIALIST 

Definition: 

Under  supervision  of  the  MSSD  Director  and  lead  review  of  the  MSSD  Analyst,  performs  technical 
aspects  of  the  Medical  Staff  credentialing  process  and/or  provides  technical  support  for  Medical  Staff 
committee  functions;  and  performs  other  duties  and  responsibilities  as  assigned. 

Distinguishing  Features: 

The  MSSD  Specialist  is  distinguished  from  other  classes  as  it  requires  current  certification  or  eligibility  to 
be  a  candidate  for  the  Certified  Provider  Credentialing  Specialist  Certificate  or  Certified  Medical  Staff 
Coordinator  Certificate  examinations  sponsored  by  the  National  Association  of  Medical  Staff  Services. 
The  MSSD  Specialist  is  distinguished  from  the  MSSD  Analyst,  in  that  the  MSSD  Analyst  coordinates, 
interprets,  analyses,  and  prepares  recommendations  regarding  Medical/ Affiliated  Staff  credentialing  and 
committee  functions,  in  addition  to  acting  as  lead  person  over  the  MSSD  Specialist,  whose  is  primarily 
responsible  for  processing  complex  and  specialized  paperwork.  The  MSSD  Specialist  is  distinguished  from 
the  MSSD  Director,  in  that  the  MSSD  Director  reports  to  the  Chief  Executive  Officer  at  San  Francisco 
General  Hospital  Medical  Center(SFGHMC),  supervises  the  Medical  Staff  Services  Department,  and  is 
accountable  for  medical  administrative  and  medico-legal  aspects  of  the  Medical  Staff  organization. 

Supervision  Exercised:  None. 

Examples  of  Important  and  Essential  Duties: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not  be  considered  as  a  restriction  on  the 
assignment  of  duties  not  specifically  listed."  (CSC  Rule  9) 

1 .  When  assigned  to  the  Medical/ Affiliated  Staff  credentialing  function: 

A.  Assembles  application  packets  after  screening  written  requests  from  Chiefs  of  Service  for 
appointments  to  the  Medical/ Affiliated  Staff;  processes  applications;  verifies  education,  training, 
experience,  clinical  competence,  peer  review,  licensure  and  professional  liability  history;  assembles 
documentation  into  confidential  credentials  folder  and  forwards  for  review  and  approval  by  appropriate 
Medical  Staff  Committee;  answers  routine  questions  relating  to  the  application/documentation  process; 
assists  with  the  monitoring  of  clinical  privileges  for  the  Medical/ Affiliated  Staff. 

B.  Processes  Medical/ Affiliated  Staff  reappointments;  prepares  and  distributes  reappointment  packets; 
verifies  interim  information  such  as  current  licensure;  obtains  peer  review/professional  competence 
documentation;  prepares  updated  credentials  files  for  Committee  review;  responds  to  verification 
requests  from  other  facilities,  state  and  federal  agencies. 

C.  Audits  departmental  membership  on  an  ongoing  basis  to  insure  compliance  with  bylaws;  enters 
verified  information  from  appointment  and  reappointment  applications  into  a  database;  prepares  status 
reports  to  track  the  appointment  and  reappointment  process;  ensures  that  licenses  are  current  by 
querying  the  Medical  Board  of  California,  other  licensing  agencies  or  the  National  Practitioner  Data 
Bank. 

2.  When  assigned  to  the  Medical  Staff  administrative  function,  provides  administrative  assistance  to  ensure 
that  action  taken  by  the  Medical  Staff  is  in  compliance  with  the  SFGHMC  Medical  Staff  bylaws  and 


2106  Medical  Staff  Services  Department  (MSSD)  Specialist 

accrediting/licensing  regulating  agencies;  provides  administrative  assistance  in  organizing  SFGHMC  f 

Medical  Staff  committees  and  status  of  Medical  Staff  membership  in  compliance  with  bylaws;  enters 
attendance  and  other  pertinent  information  regarding  committee  functions  into  the  MSSD  database; 
prepares  and  distributes  meeting  notices,  agendas  and  minutes;  records  and  transcribes  minutes;  tracks 
action  items  and  assignments  to  completion  in  concert  with  Department/Committee  Chairs;  reviews 
minutes  of  various  meetings  to  assist  staff  in  ensuring  compliance  with  departmental  rules  and 
regulations,  and  SFGHMC  bylaws,  policies  and  procedures. 

3.  Assists  with  publication  of  the  Medical  Staff  Newsletter  which  contains  medical-legal  information, 
clinical/formulary  updates,  educational  programs,  Quality  Management  issues,  and  changes  in  State  and 
Federal  laws,  statutes,  regulations  and  standards  affecting  the  delivery  of  health  care. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of;  Medical  Staff  credentialing  and  concepts  and  requirements  of  State  and  Federal  laws, 
statutes,  Title  22,  Joint  Commission  on  Accreditation  of  Healthcare  Organizations  (JCAHO)  Standards, 
National  Practitioner  Data  Bank,  Medical  Board  of  California,  National  Commission  on  Quality  Assurance, 
and  other  regulatory  agencies;  procedures  necessary  to  process  applications/appointments  through  the 
Medical  Staff  Committees  and  Joint  Conference  Committee  in  an  effective  and  timely  manner;  procedures 
for  recording  and  transcription  of  Medical  Staff  committee  minutes;  credentialing  data  base  programs  and 
modern  office  procedures. 

Ability  to;  Prioritize  and  organize  tasks  to  meet  timelines,  process  highly  sensitive  and  confidential 
information;  effectively  utilize  computer  equipment  and  software  programs,  communicate  in  an  effective 
manner  with  Medical  Staff,  Hospital  staff  and  co-workers.  I 

Experience  and  Training  Guidelines;  Any  combination  of  training  and  experience  that  could  likely 
provide  the  required  knowledge  and  abilities  may  be  qualifying  A  typical  way  to  obtain  this  would  be: 

Experience;  One  year  experience  in  a  Medical  Staff  Services  Department  or  similar  department. 

Certificate:  Possession  of  a  current  certificate  or  eligibility  to  be  a  candidate  for  the  Certified  Provider 
Credentialing  Specialist  Certificate  or  Certified  Medical  Staff  Coordinator  Certificate  examinations 
sponsored  by  the  National  Association  of  Medical  Staff  Services 

ADOPTED:       3/7/97 

REASON  FOR  CREATION  OF  A  NEW  CLASS:  The  Department  of  Public  Health  is  creating  this 
classification  because  no  existing  classification  adequately  compensates  or  describes  the  essential 
functions  of  the  subject  positions. 


• 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

2107  MEDICAL  STAFF  SERVICES  DEPARTMENT  (MSSD)  ANALYST 


Definition; 

The  MSSD  Analyst,  under  general  supervision  of  the  Director,  MSSD,  coordinates  medical  staff 
credentialing  and  medical  staff  committee  functions  for  Medical  Staff  Services  at  San  Francisco  General 
Hospital  Medical  Center  (SFGHMC),  acts  as  technical  expert  and  lead  person  over  MSSD  Specialists;  and 
performs  related  duties  and  responsibilities  as  assigned. 

Distinguishing  Features; 

The  MSSD  Analyst  is  distinguished  from  the  MSSD  Specialist  in  that  the  MSSD  Analyst  interprets, 
analyses  and  prepares  recommendations  and  coordinates  Medical  Staff  credentialing  and  Medical  Staff 
Committee  functions,  in  addition  to  acting  as  lead  person  over  the  MSSD  Specialists;  whereas,  the  primary 
focus  of  the  MSSD  Specialist  is  to  process  complex  and  specialized  paperwork.  The  MSSD  Analyst  is 
distinguished  from  other  classifications  in  that  it  requires  certification  as  a  Medical  Staff  Coordinator  issued 
by  the  National  Association  of  Medical  Staff  Services.  The  MSSD  Analyst  is  distinguished  from  the 
Director,  MSSD,  in  that  the  latter  under  general  direction  of  the  Chief  Executive  Officer  at  SFGHMC, 
supervises  and  is  accountable  for  the  medical  administrative  and  medico-legal  aspects  of  the  Medical  Staff 
Organization. 

|        Supervision  Exercised;  None. 

Examples  of  Important  and  Essential  Duties; 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not  be  considered  as  a  restriction  on  the 
assignment  of  duties  not  specifically  listed."  (CSC  Rule  9) 

1 .  When  assigned  the  credentialing  function,  coordinates,  analyses,  verifies  and  investigates  the 
credentialing  of  Medical/ Affiliated  Staff;  acts  as  a  resource  on  Medical  Staff  credentialing;  develops 
and  maintains  a  standardized  procedures  manual  for  the  credentialing  of  Medical/ Affiliated  Staff; 
coordinates  initial  appointment  and  reappointment  processes  with  clinical  departments  to  ensure  timely 
processing  of  applications  in  accordance  with  the  Medical  Staff  bylaws,  rules  and  regulations. 

2.  When  assigned  the  Medical  Staff  Committee  function,  acts  as  a  resource  on  committee  procedures; 
coordinates  follow-up  to  complete  committee  actions,  including  forwarding  documentation  to  the 
Medical  Staff  Executive  Committee  for  recommendation  to  the  Governing  Body;  develops  and 
maintains  standardized  procedures  for  the  administration  of  the  Medical  Staff  Committee  function; 
coordinates  activities  of  the  Credentials  Committee,  including  preparation  of  meeting  agenda,  minutes 
and  related  follow-up  documentation,  and  attends  Credentials  Committee  meetings;  assists  with  other 
Medical  Staff  committees  as  assigned. 

3.  Acts  as  lead  person  over  MSSD  Specialists  and  subordinate  clerical  staff. 

4.  Oversees  credentials  files,  Medical  Staff  administrative  activities  and  MSSD  database  to  ensure 
compliance  with  SFGHMC  Medical  Staff  bylaws,  local,  state  and  federal  laws  and  statutes,  Title  22, 


2107  Medical  Staff  Services  Department  (MSSD)  Analyst 

and  Joint  Commission  on  Accreditation  of  Health  care  Organizations  (JCAHO)  standards;  identifies 
variances,  develops  and  initiates  corrective  action  and  reports  ongoing  problems  to  MSSD  Director. 

5.  Develops  and  implements  policy  and  procedure  manual  for  Credentialing/Medical  Staff  Administrative 
activities;  provides  technical  expertise,  information  and  direction  by  consulting  with  clinical 
departments  and  others  explaining  orally  and  in  writing. 

6.  Analyzes  data  base  reports  by  collecting,  organizing,  tabulating  and  reviewing  data;  determines  the 
importance,  relevance,  or  significance  of  Medical  Staff  information  and  data;  assists  in  the  preparation 
of  various  status  reports. 

7.  Develops  and  produces  a  Medical  Staff  Newsletter  which  contains  medical-legal  information, 
clinical/formulary  updates,  educational  programs,  Quality  Management  issues,  and  changes  in  state  and 
federal  laws,  statutes,  regulations  and  standards  affecting  the  delivery  of  health  care. 

8.  Designs  and  conducts  evaluation  studies  to  ensure  compliance  with  regulatory  standards  to  improve 
Medical  Staff  Services  Department  functions. 

Job  Related  and  Essential  Qualifications; 

Knowledge  of:  The  principles,  practices  and  requirements  of  Medical  Staff  credentialing;  federal,  state, 
and  local  laws  and  regulations  applicable  to  Medical  Staff  issues,  JCAHO  standards,  National  Committee 
for  Quality  Assurance  standards;  Managed  Care  Programs;  Accreditation  Medical  Staff  law  as  it  applies  to 
the  credentialing  process;  procedures  necessary  to  process  applications  through  Medical  Staff  Committees, 
procedures  for  recording  and  transcription  of  Medical  Staff  committee  minutes;  medical  terminology; 
managed  care  practices;  credentialing  database  programs  and  modern  office  procedures. 

Ability  to;  Identify,  prioritize  and  organize  tasks;  work  independently,  handle  highly  sensitive  and 
confidential  information;  communicate  effectively  orally  and  in  writing  with  medical  and  hospital  staff  and 
co-workers;  act  as  lead  person  over  technical  and  clerical  employees 

Experience  and  Training  Guidelines;  Any  combination  of  training  and  experience  that  could  likely 
provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would  be 

Experience;  Requires  three  years  experience  in  a  MSSD  within  the  last  five  years 

Training;  Possession  of  a  baccalaureate  degree  or  equivalent 

Certificate;  Possession  of  current  certificate  as  a  Medical  Staff  Coordinator  issued  by  the  National 
Association  of  Medical  Staff  Services. 


ADOPTED:  3/7/97 

REASON  FOR  CREATION  OF  A  NEW  CLASS:  The  Department  of  Public  Health  is  creating  this 
classification  because  no  existing  classification  adequately  compensates  or  describes  the  essential  functions 
of  the  subject  positions. 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

2108  DDIECTOR,  MEDICAL  STAFF  SERVICES  DEPARTMENT  (MSSD) 

Definition: 

Under  general  direction  of  the  Chief  Executive  Officer  at  San  Francisco  General  Hospital  Medical 
Center  (SFGHMC),  directs  the  MSSD  at  SFGHMC,  and  is  accountable  for  the  medical  administrative 
and  medico-legal  aspects  of  the  Medical  Staff  Organization;  serves  as  a  liaison  between  SFGHMC,  UC 
San  Francisco,  Department  of  Public  Health,  Community  Health  Network,  and  the  Medical  Staff  at 
SFGHMC  to  enhance  communications  and  promote  effective  working  relationships;  supervises  the 
work  of  certified  and  non-certified  personnel  engaged  in  the  duties  and  responsibilities  of  the  MSSD; 
and  performs  related  duties  as  assigned. 

Distinguishing  Features: 

The  Director,  MSSD,  is  responsible  for  the  planning,  development  and  implementation  of  standards, 
policies  and  procedures  relating  to  Medical  Staff  credentialing,  quality  improvement,  and  administrative 
functions  at  SFGHMC.  The  class  is  distinguished  from  the  2140  Hospital  Administrative  Assistant  and 
other  administrative  and  analytical  classes  in  that  certification  as  a  Medical  Staff  Coordinator  issued  by 
the  National  Association  of  Medical  Staff  Services  is  required.  It  is  distinguished  from  the  Credentials 
Analyst  in  that  the  MSSD  Analyst  is  supervised  by  the  Director,  MSSD,  and  acts  as  lead  person  over 
MSSD  Specialists  in  coordinating  medical  staff  credentialing  and  committee  functions. 

Supervision  Exercised: 

Supervises  staff  of  the  Medical  Staff  Services  Department,  including  MSSD  Analysts,  MSSD  Specialists 
and  support  personnel. 

Examples  of  Important  and  Essential  Duties: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not  be  considered  as  a  restriction  en 
the  assignment  of  duties  not  specifically  listed."  (CSC  Rule  9) 

1 .  Plans,  prioritizes  and  reviews  the  work  of  certified  and  non-certified  staff  in  the  MSSD  performing 
the  functions  of  the  medical  staff  credentialing  and  appointment  process,  and  medical  staff 
committee  functions. 

2.  Implements,  monitors  and  evaluates  Medical  Staff  issues  and  the  quality  of  services  provided  by  the 
MSSD. 

3.  Identifies  and  evaluates  complex  legal  and  Medical  Staff  issues  and  refers  as  appropriate  to  the 
Chief  Executive  Officer,  Chief  of  Staff,  Associate  Dean  or  legal  counsel  for  resolution. 

4.  Develops  analysis  and  justification  for  revisions  to  the  Medical  Staff  bylaws,  rules  and  regulations  as 
required  by  Joint  Commission  on  Accreditation  of  Healthcare  Organizations  (JCAHO)  and  Title  22, 
ensures  compliance  with  other  regulatory  agencies;  reviews  Department  and  Medical  Staff 
Committee  minutes  to  ensure  compliance  with  SFGHMC  policies  and  procedures,  and  Medical 
Staff  bylaws. 


2108  Director,  Medical  Staff  Services  Department  (MSSD) 

5.  Develops  and  administers  Continuing  Medical  Education  programs  for  Medical  Staff;  provides 
ongoing  education  and  training  for  MSSD  support  staff. 

6.  Develops,  administers,  monitors  and  coordinates  Department  budget. 

7.  Represents  the  Chief  of  Staff  in  MSSD  related  duties. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  The  principles,  practices,  and  requirements  of  Medical  Staff  credentialing;  Federal, 
State,  and  local  laws  and  regulations  applicable  to  Medical  Staff  issues;  JCAHO  standards;  National 
Committee  for  Quality  Assurance  standards;  Managed  Care  Programs;  Accreditation  Medical  Staff  law 
as  it  applies  to  the  credentialing  process;  budgetary  principles;  credentialing  data  base  programs,  and 
modern  office  methods. 

Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  could  likely 
provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would  be 

Experience:  Requires  five  years  of  experience  in  Hospital  Administration  or  a  Medical  Staff 
Services  Department.  Minimum  three  years  of  supervisory  and  management  experience  in  Hospital 
Administration/Medical  Staff  Services  with  progressive  responsibility  for  all  aspects  of  the  MSSD 
functions. 

Training;  Possession  of  a  baccalaureate  degree  or  equivalent. 

Certificate:  Possession  of  a  current  certificate  as  a  Certified  Medical  Staff  Coordinator  as  issued 
by  the  National  Association  of  Medical  Staff  Services 

ADOPTED:  3/7/97 

REASON  FOR  CREATION  OF  A  NEW  CLASS:  The  Department  of  Public  Health  is  creating  this 
classification  because  no  existing  classification  adequately  compensates  or  describes  the  essential 
functions  of  the  subject  position 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   MEDICAL  RECORD  CLERK  CODE:   2110 

CHARACTERISTS  OF  THE  CLASS: 

Under  general  supervision,  abstracts  medical  raw  data  for  statistical  purposes  and 
research;  assists  in  the  maintenance  of  medical  records;  and  performs  related  duties  as 
required. 

DISTINGUISHING  FEATURES: 

Positions  in  this  class  perform  the  most  routine  clerical  tasks  connected  with  the 
processing  of  medical  records.   Supervision  is  received  from  accredited  Medical  Record 
Technicians. 

EXAMPLES  OF  DUTIES: 

1.  Analyzes  medical  charts  for  completeness  and  codes  diseases  and  operations  for 
abstracts;  abstracts  medical  record  information  for  the  EDP  input  which  is  necessary 
for  the  production  of  medical  statistical  reports  and  for  medical  research  purposes. 

2.  Ensures  complete  and  accurate  medical  records  by  following  up  on  inconsisten- 
cies and  omissions  with  the  appropriate  personnel. 

3.  When  assigned,  operates  the  Tumor  Registry  Section  of  the  Medical  Record  De- 
partment. 

4.  When  assinged,  prepares  medical  abstracts  from  patients'  charts  in  response 
to  inquiries  from  private  physicians,  hospitals,  clinics,  insurance  companies,  attor- 
neys and  other  private  and  public  medical  agencies  indicating  results  of  laboratory 
tests,  special  tests,  X-ray  films,  operations  performed,  diagnoses,  pathological  find- 
ings, and  other  pertinent  information. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supplemented  by 
three  years  of  medical  clerical  experience  involving  typing  and  other  duties  providing 
basic  understanding  of  medical  terminology  and  procedures;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:  Medical  terminology 
and  basic  medical  procedures  and  practices;  modern  office  methods  and  procedures. 

Requires  ability  to:   Understand  and  follow  complex  oral  and  written  instructions; 
maintain  complex  medical  records  and  prepare  reports  from  such  records;  establish  and 
maintain  effective  working  relationships  with  physicians,  other  employees,  patients  and 
the  general  public. 

Requires  sufficient  skill  in  typing  to  complete  45  net  words  per  minute. 

PROMOTIVE  LINES: 

To   :   2112  Medical  Record  Technician  (accreditation  as  an  Accredited  Record  Tech- 
nician required) 

From:   Original  Entrance  Examination 

Adopted:   2/18/75 
(NEW  CLASS) 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   MEDICAL  RECORD  TECHNICIAN  CODE:   2112 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  in  analyzing,  coding  and  compiling  all  medical 
records  on  patients  treated  at  City  and  County  medical  facilities;  may  assist  the  medi- 
cal staff  in  the  selection  of  cases  for  specific  research  projects;  may  assist  Medical 
Record  Administrator  in  the  statistics  and  Medical  Processing  Section;  supervises  cleri- 
cal staff  assigned  to  Central  Filing  Section,  Chart  Assembly  or  night  shift;  and  per- 
forms related  duties  as  required. 

DISTINGUISHING  FEATURES: 

The  class  of  Medical  Record  Technician  is  characterized  chiefly  by  the  requirement 
for  possession  of  a  certificate  as  an  accredited  Medical  Record  Technician,   Positions 
in  this  class  are  responsible  for  the  performance  of  technical  duties  in  the  processing 
of  medical  records  and  for  the  supervision  of  Medical  Record  Clerks.   Supervision  is 
received  from  Medical  Record  Technician  Supervisors  who  possess  registration  as  a  Medi- 
cal Record  Administrator. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  processing  medical  records  of  patients  by  assembling,  analyzing, 
coding  and  checking  for  compliance  with  established  policy  on  nomenclature  and  proced- 
ures; files  charts  and  assists  in  the  revision  of  files. 

2.  Assists  in  the  training  and  supervision  of  assigned  clerical  personnel. 

3.  Abstracts  information  from  medical  records  for  statistical  indexing  and  for  the 
preparation  of  summary  reports  to  official  agencies  requesting  medical  information  on 
patients. 

4.  Assists  in  maintaining  statistical  records  on  special  studies;  assists  in  pre- 
paring narrative,  statistical  and  graphic  reports  for  hospital  use  or  for  official  agen- 
cies. 

5.  Consults  with  doctors,  nurses  and  other  personnel  in  order  to  issue  complete, 
up-to-date  and  accurate  medical  records. 

6.  Assists  medical  staff  in  compiling  data  for  research  projects. 

7.  When  required,  prepares  hospital  records  to  be  taken  to  court  and  assumes  re- 
sponsibility for  the  return  of  such  records  to  their  proper  place. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  prescribed  Accredited  Record 
Technician  course  in  a  school  accredited  by  the  American  Medical  Association,  supple- 
mented by  one  year's  experience  in  processing  of  medical  records;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:   The  International  Classi- 
fication of  Diseases  and  Operations  used  in  medical  record  administration  for  coding 
and  classifying  diseases  and  their  complications;  the  use  of  data  gathering  techniques 
as  pertains  to  abstracting  and  report  writing;  principles  of  supervision,  including 
clerical  training. 

Requires  ability  to:  Recognize  and  follow-up  inconsistencies  in  medical  records; 
gather  and  arrange  data  in  a  logical  sequence  to  be  used  in  narrative,  statistical  and 
graphic  reports;  typing  ability  of  40  net  words  per  minute;  establish  and  maintain  co- 
operative working  relationships  with  the  general  public  and  departmental  personnel. 

License:   Requires  possession  of  a  valid  certificate  as  an  Accredited  Record 
Technician  issued  by  the  American  Medical  Record  Association. 

PROMOTIVE  LINES: 

To   :   2114  Medical  Record  Technician  Supervisor  Adopted:   2/18/75 

From:   Original  entrance  examination 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   MEDICAL  RECORD  TECHNICIAN  SUPERVISOR  CODE:   2114 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  analyzes,  codes  and  compiles  all  medical  records  on  pa- 
tients treated  at  a  City  and  County  medical  facility;  assists  the  medical  staff  in 
the  selection  of  cases  for  specific  research  projects;  supervises  assigned  technical 
and  clerical  assistants;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

The  class  of  Medical  Record  Technician  Supervisor  is  characterized  by  responsi- 
bility for  performing  the  most  difficult  medical  record  work  and  for  supervising  the 
performance  of  more  routine  tasks  carried  out  by  Medical  Record  Technicians.  This  is 
the  working  level  classification  requiring  possession  of  a  certificate  as  a  Medical 
Record  Administrator. 

EXAMPLES  OF  DUTIES: 

1.  Processes  medical  records  of  patients  by  assembling,  analyzing,  coding  and 
checking  for  compliance  with  established  policy  on  nomenclature  and  procedures;  files, 
charts  and  assists  in  the  revision  of  files. 

2.  Assists  in  the  training  and  supervision  of  assigned  clerical  and  technical 
personnel. 

3.  Consults  with  doctors,  nurses  and  other  personnel  in  order  to  ensure  complete, 
up-to-date  and  accurate  medical  records. 

4.  Abstracts  information  from  medical  records  for  statistical  indexing  and  for 
the  preparation  of  summary  reports  to  official  agencies  requesting  medical  information 
on  patients. 

5.  Maintains  statistical  records  on  special  studies;  prepares  narrative,  statis- 
tical and  graphic  reports  for  hospital  use  or  for  official  agencies. 

6.  Assists  medical  staff  in  compiling  data  for  research  projects. 

7.  When  required,  takes  hospital  records  to  court,  attests  to  their  authenticity 
and  accuracy  and  assumes  responsibility  for  the  return  of  such  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  prescribed  course  in  medical 
record  administration  in  a  school  accredited  by  the  American  Medical  Association,  sup- 
plemented by  two  years  of  experience  in  a  position  involving  responsibility  for  medical 
record  keeping  in  a  hospital  or  other  medical  facility. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   The  International 
Classification  of  Diseases  and  Operations  system  used  in  medical  record  departments  for 
coding  and  classifying  diseases  and  their  complications;  the  preparation  of  medical 
statistics  for  medical  and  administrative  needs;  and  the  techniques  of  supervision. 

Requires  ability  to:   Recognize  and  follow  up  inconsistencies  in  medical  records; 
analyze  data,  draw  logical  conclusions  and  submit  reports;  prepare  clear,  concise,  nar- 
rative, statistical  and  graphic  reports;  establish  and  maintain  cooperative  working  re- 
lationships with  the  general  public  and  departmental  personnel. 

License:   Requires  possession  of  a  valid  certificate  as  a  registered  Medical  Record 
Administrator  issued  by  the  American  Medical  Record  Association. 

PROMOTIVE  LINES: 

To   :   2116  Assistant  Director,  Medical  Records 

From:   Original  Entrance  Examination 
2112  Medical  Record  Technician 
Adopted:   2/18/75 

(NEW  CLASS) 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   ASSISTANT  DIRECTOR,  MEDICAL  RECORDS  CODE:   2116 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  the  operation  of  the  Medical  Record  Section 
of  San  Francisco  General  Hospital;  exercises  supervision  over  Medical  Record  Administra- 
tors and  other  personnel  engaged  in  collecting,  analyzing  and  compiling  medical  case 
records;  compiles  and  supervises  the  compilation  of  narrative  and  statistical  records 
and  reports;  may  conduct  training  courses  for  Medical  Record  Trainees;  and  performs  re- 
lated duties  as  required. 

DISTINGUISHING  FEATURES: 

This  single-position  class  functions  as  the  supervisor  of  the  day-to-day  medical 
record  keeping  activities  at  a  large  acute  care  general  hospital.  Direction  is  received 
from  the  Director,  Medical  Records  insofar  as  policies  and  procedures  are  concerned,  but 
the  Assistant  Director  is  charged  with  the  on-going  operational  responsibilities  for  the 
Medical  Record  Department  at  San  Francisco  General  Hospital. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  day-to-day  activities  of  the  Medical  Record  Department  at  San 
Francisco  General  Hospital;  is  responsible  for  the  training  of  new  employees  in  the 
Medical  Record  Department;  assigns  and  reviews  work  and  establishes  work  flow  patterns 
for  the  unit  under  the  direction  of  the  Director,  Medical  Records;  explains  procedures, 
practices  and  requirements  for  complete  medical  case  records. 

2.  Assists  medical  staff  in  compiling  data  for  research  projects. 

3.  Receives  and  screens  requests  from  other  official  agencies  for  medical  summary 
and  statistical  information;  consults  and  corresponds  with  personnel  of  such  agencies; 
prepares  reports  by  abstracting  information  from  medical  records. 

4.  Confers  with  attorneys,  insurance  representatives,  patients'  relatives  and 
other  authorized  persons  regarding  the  release  and/or  disposition  of  confidential  medi- 
cal information. 

5.  As  required,  testifies  in  court  regarding  information  contained  in  patient's 
medical  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  prescribed  course  in  medical 
record  administration,  supplemented  by  two  years  of  experience  in  medical  record  admini- 
stration in  a  position  requiring  possession  of  a  certificate  as  a  Medical  Record  Admini- 
strator. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of:  The  prin- 
ciples, practices  and  legal  implications  of  medical  record  keeping;  and  the  practices 
and  methods  involved  in  analyzing  and  recording  medical  information. 

Requires  ability  to:  Analyze  data  and  draw  logical  conclusions  based  on  extensive 
knowledge  in  the  field  of  modern  medical  record  keeping;  prepare  clear  and  concise  nar- 
rative, statistical  and  graphic  reports;  establish  and  maintain  cooperative  working  re- 
lationships; supervise  and  train  subordinate  and  other  personnel. 

License;  Requires  possession  of  a  valid  certificate  as  a  registered  Record  Admini- 
strator issued  by  the  American  Medical  Record  Association. 

PROMOTIVE  LINES: 

To   :   No  normal  lines  of  promotion 

From:   Original  entrance  examination 

2114  Medical  Record  Technician  Supervisor 
Adopted:   2/18/75 

(NEW  CLASS) 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:     CHIEF  MEDICAL  RECORDS  ADMINISTRATOR,  CODE:   2117 

LAGUNA  HONDA  HOSPITAL 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  organizes,  and  directs  the  work  of  the 
Medical  Records  Department  of  Laguna  Honda  Hospital;  assumes  primary 
responsibility  for  the  work  of  the  various  units  within  the  department  and  for 
the  medical-legal  aspects  of  medical  record-keeping  at  Laguna  Honda  Hospital; 
supervises  technical  and  clerical  personnel;  prepares  complex  and  important 
narrative,  statistical  and  graphic  reports;  and  performs  related  duties  as 
required. 

DISTINGUISHING  FEATURES: 

The  single-position  class  of  Chief  Medical  Records  Administrator,  Laguna 
Honda  Hospital  is  distinguished  from  the  higher  level  class  of  Director, 
Medical  Records  in  that  the  latter  provides  consultation  on  medical  record 
keeping  policies  for  all  public  health  and  mental  health  facilities  in 
addition  to  directing  the  larger  and  more  complex  medical  records  operations 
of  San  Francisco  General  Hospital. 

The  Chief  Medical  Records  Administrator  is  distinguished  from  the  lower 
class  of  Associate  Director,  Medical  Records  in  that  positions  in  the  latter 
class  are  responsible  for  directing  the  on-going  operations  of  a  major  medical 
records  division  within  the  Public  Health  Department. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall 
not  be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Plans,  organizes,  and  directs  the  work  of  the  Medical  Records 
Department  of  Laguna  Honda  Hospital;  assumes  responsibility  for  the  accuracy 
of  diagnostic  related  groups  (DRGs),  determinations  and  completeness  of 
medical  records,  for  the  training  of  staff  in  the  financial  reimbursement  and 
p>  legal  requirements  of  medical  record-keeping,  and  for  preparation  of 
oo  %<  statistical  reports  and  inspections  of  the  records. 

22  oj*     2.  Assigns  and  reviews,  directly  and  through  subordinates,  the  total 
cm  <Iioperation  of  the  medical  records  department;  trains  and  supervises  the 
*"*  [^training  of  employees;  interviews,  selects  and  evaluates  departmental 
j employees. 
<|     3.  Analyzes  and  keeps  abreast  of  medical-legal  requirements  for 
WS accredited  medical  record-keeping  and  reporting;  formulates,  revises  and 
implements  policies  to  assure  the  quality  and  suitability  of  records; 
establishes  and  maintains  data  processing  functions  related  to  medical 
record-keeping. 

4.  Supervises  the  preparation  of  narrative  and  graphic  reports;  analyzes 
technical  compilations  of  medical  information  for  trends  and  indicators;  may 
assist  staff  in  acquiring  and  interpreting  information  for  trend  analysis, 
quality  assurance  activities  and/or  research;  corresponds  and  confers  with 
individuals,  agencies  and  organizations  regarding  a  variety  of  matters. 

5.  Assists  in  the  preparation  of  the  department  budget;  presents  data 
to  justify  personnel,  supplies  and  equipment  requests. 

6.  Personally  processes  difficult  and  controversial  medical  records; 
consults  with  professional  personnel  to  resolve  technical,  legal,  and 
procedural  questions;  assists  professional  staff  in  completing,  retrieving  and 
analyzing  individual  patient  medical  records. 
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CLASS  TITLE:     CHIEF  MEDICAL  RECORDS  ADMINISTRATOR,  CODE:   2117 

LAGUNA  HONDA  HOSPITAL 


QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and 
other  particulars. . .Applicants  must  be  guided  solely  by  the  announcement  of 
the  examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge.  Abilities  and  Skills:  Comprehensive  knowledge  of:  The 
International  Classification  of  Diseases  and  Operations  system  used  in  medical 
record  departments  for  coding  and  classifying  diseases  and  their  complications; 
principles,  practices,  and  methods  of  analyzing  and  reporting  medical 
information  and  of  compiling  related  data;  principles  of  personnel  supervision 
and  quality  assurance  methodology. 

Ability  to:  plan,  organize,  and  direct  a  large  and  varied  clerical 
program  including  technical  medical  record-keeping  functions;  analyze  data  and 
draw  logical  conclusions;  analyze  situations  accurately  and  adopt  an  effective 
course  of  action;  communicate  effectively  through  concise  narrative, 
statistical,  and  graphic  reports;  organize  and  supervise  the  work  of  others; 
establish  and  maintain  close  working  relationships  with  hospital  personnel; 
speak  effectively  before  groups. 

License:  Possession  of  a  valid  certificate  as  a  registered  Medical 
Records  Administrator  or  Accredited  Record  Technician  issued  by  the  American 
Medical  Records  Association. 

ADOPTED:   2/9/87 
#0003m 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   DIRECTOR,  MEDICAL  RECORDS  CODE:   2118 

CHARACTERISTICS  OF  THE  CLASS: 

Under  administrative  direction,  administers  the  operation  of  the  medical  record 
facilities  of  the  Department  of  Public  Health,  including  those  of  a  large,  acute  care 
institution;  establishes,  coordinates  and  implements  policies,  procedures  and  regula- 
tions for  collecting  and  compiling  medical  records  according  to  the  International 
Classification  of  Diseases  and  Operations;  represents  the  Medical  Record  Department  be- 
fore various  groups  and  outside  agencies;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  single-position  class  exercises  responsibility  for  all  medical  record  keeping 
activities  within  the  Department  of  Public  Health,  including  institutions,  health  cen- 
ters and  mental  health  facilities. 

EXAMPLES  OF  DUTIES: 

1.  Organizes  and  administers  the  operation  of  all  medical  record  facilities  in 
the  Department  of  Public  Health. 

2.  Keeps  informed  of  changes  in  accreditation  and  legal  requirements  in  medical 
record  administration  and  institutes  revisions  in  the  existing  systems  to  maintain  con- 
formity with  these  changes. 

3.  Handles  processing  of  difficult  and  controversial  medical  records  and  takes 
subpoenaed  records  to  court  in  sensitive  cases. 

4.  Prepares  the  Medical  Record  Department's  budget  estimates;  gathers  data  and 
prepares  justification  of  requests  of  personnel  and  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  prescribed  course  in  medical 
record  administration,  supplemented  by  four  years  of  progressively  responsible  experi- 
ence in  medical  record  administration  in  a  position  requiring  possession  of  a  certifi- 
cate as  a  Medical  Record  Administrator. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of:  The  prin- 
ciples, practices  and  legal  implications  of  medical  record  keeping  and  the  techniques 
and  methods  involved  in  analyzing  and  recording  medical  information. 

Requires  ability:   To  organize,  administer  and  supervise  a  complex  and  important 
operation  effectively;  to  establish  and  maintain  cooperative  working  relationships;  to 
obtain  information  on  and  implement  changes  in  medical  record  requirements,  procedures 
and  techniques. 

License:   Requires  possession  of  a  valid  certificate  as  a  registered  Record  Admini- 
strator issued  by  the  American  Medical  Records  Association. 

PROMOTIVE  LINES: 

To   :   No  normal  lines  of  promotion 

From:   Original  entrance  examination 
Adopted:   2/18/75 
(NEW  CLASS) 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   HEALTH  CARE  ANALYST  CODE:   2119 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  develops,  designs,  coordinates  and  implements  a 
program  for  health  care  evaluation  for  the  Department  of  Public  Health,  San 
Francisco  General  Hospital  Medical  Center;  works  with  physicians  and  other  hospital 
personnel  in  evaluation  studies;  gathers,  analyzes  and  documents  data;  plans 
remedial  action;  supervises  and  reviews  the  work  of  technical  and  clerical  assistants 
engaged  in  such  activities;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

There  is  currently  one  position  in  this  class  in  the  Department  of  Public 
Health,  assigned  to  the  Division  of  Out-Patient  and  Community  Services.   The 
incumbent  of  this  position  is  responsible  for  formulating  a  quality  assurance  pro- 
gram for  out-patient  services  which  includes  preparing  comprehensive  reports  to 
meet  Federal  requirements  and  coordinating  a  plan  of  remedial  action  based  on  findings. 

EXAMPLES  OF  DUTIES: 

1.  Initiates,  coordinates  and  attends  clinic  and  departmental  evaluation 
meetings  to  insure  an  on-going  evaluation  process  in  each  medical  department  or 
clinic;  works  with  department  and  clinic  chiefs,  head  nurses,  dentists  and  other 
provider  staff;  designs  health  audit  and  medical  care  evaluation  studies,  including 
data  collection  instruments  and  sampling  procedures. 

2.  Trains  and  supervises  health  audit  technician  and  other  clerical  staff  in 
data  retrieval  throughout  the  hospital. 

3.  Organizes  and  tabulates  the  data  collected  for  evaluation  studies;  analyzes 
data  and  prepares  narrative  and  statistical  reports  documenting  the  methodology  and 
results  of  the  health  audit  studies. 

4.  Works  with  clinic  evaluation  committees  to  develop  remedial  action  plans 
based  on  study  results;  documents  all  remedial  action  planning  and  monitors  all 
implementation. 

5.  Serves  as  staff  to  the  division's  Health  Care  Evaluation  Committee;  prepares 
agendas,  minutes;  reports  developments,  results  and  problems  in  the  audit  program; 
prepares  written  reports  documenting  the  Out-Patient  Medical  and  Dental  Quality 
Assurance  program  to  meet  Department  of  Health  Education  and  Welfare,  Joint  Committee 
on  Accreditation  (JCAH)  Professional  Standard  Reviews  Organization  and  other  require- 
ments . 

6.  Reports  orally  and  in  writing  to  appropriate  hospital  committees  on  completed 
evaluation  studies  including  resulting  problems  in  clinics  which  require  action  from 
those  committees;  attends  health  audit  related  committees  in  the  state  and  community 
and  reports  findings  to  appropriate  committees. 

7.  Reviews  literature  and  consults  with  various  hospital  evaluation  committees 
on  their  evaluation  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  a  Master's  degree  preferably  in  Public  Health 
plus  one  year  of  experience  involved  in  health  care  evaluation,  administrative 
analysis  or  social  science  research  in  a  large  ambulatory  facility;  OR 


CLASS  TITLE:   HEALTH  CARE  ANALYST  CODE:   2119 

MINIMUM  QUALIFICATIONS :   ( Cont . ) 

Possession  of  a  baccalaureate  degree  with  major  course  work  in  a  health  related 
field  plus  two  years  of  qualifying  experience  as  indicated  above;  OR 

Registration  as  a  Medical  Record  Librarian  (RRA)  plus  one  year  of  qualifying 
experience  as  indicated  above;  OR 

Registration  as  an  Accredited  Medical  Record  Technician  (ART)  plus  three  years 
of  qualifying  experience  as  indicated  above. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of:   health  care 
evaluation  methods;  social  research  methodology;  funding  and  accreditation  agencies 
affecting  health  care  providers;  medical  terminology;  basic  statistics  and  the  handling 
of  medical  records;  and  quality  assurance  programs  in  hospitals  and  ambulatory  care 
facilities. 

Requires  ability  to:   evaluate  study  topics  and  prepare  study  criteria  in  connection 
with  medical  staff  committees  and  department;  deal  effectively  with  an  inter-disciplinary 
group  of  health  care  providers;  analyze,  extract  and  compile  data;  prepare  clear  concise 
narratives,  statistical  and  graphic  reports. 

Requires  superior  skill  in:   interpersonal-relationships;  and  written  communication. 

PROMOTIVE  LINES: 

TO:    To  be  determined 

FROM:   Original  Entrance  Examination 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE?   INSTITUTIONAL  ADMITTING  OFFICER  CODE;   2120 

CHARACTERISTICS  OF  THE  CLASS 8 

Under  general  supervision  performs  important  routine  duties  in 
accordance  with  prescribed  procedures  dealing  with  the  admission  and 
discharge  of  psychiatric  and  other  patients?  obtains  information  from 
patients?,  relatives  and  others  concerned;  maintains  related  records 
and  files?  answers  inquiries  and  releases  information  concerning 
individual  pat.ients?  prepares  various  periodical  reports  covering  total 
admissions  and  dispositions?  and  performs  related  duties  as  requiredo 

Requires  responsibility  for:  interpreting  and  carrying  out 
existing  policies,  methods  and  procedures  pertaining  to  admission, 
transfer  and  discharge  of  patients  and  inmates?  achieving  moderate 
economies  and/or  preventing  moderate  losses  through  proper  and  safe 
handling  and  care  of  patients'  personal  property  and  valuables  and  use 
of  institutional  equipment,  material  and  supplies?  making  regular 
contacts  with  patients  to  be  admitted  and  with  relatives  and  other 
concerned  persons  as  well  as  with  representatives  of  outside  agencies 
in  furnishing  or  obtaining  information  on  specific  matters?  preparing 
important  detailed  personal,  financial,  medical  and  confidential  records 
pertaining  to  individual  patientSo  Nature  of  work  involves:  considerable 
physical  effort  and  manual  dexterity,  especially  when  assisting  with 
handling  of  individual  patients  during  admitting  procedures;  frequent 
exposure  to  illness  and  accident  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Obtains  information  from  psychiatric  and  other  patients,  their 
relatives  or  others  concerned,  regarding  admission  to  an  institution? 
records  data  on  prescribed  admission  forms  and  makes  entries  in  register? 
obtains  necessary  clearances  and  consents  for  each  patient  before  any 
treatment  is  administered* 

20  Subsequently  assembles  various  papers,  forms  and  related  docu- 
ments and  attaches  to  individual  patient's  charts  and  maintains  related 
files o 

3°  Receives  and  accounts  for  all  personal  property,  valuables  and 
money  from  patients?  maintains  complete  and  accurate  register  and  record 
of  all  such  property  received,  receipts  issued,  and  property  returned,, 

4<>  Confers  and  deals  with  various  persons  seeking  specific  infor- 
mation and  advice  regarding  individual  patients,  including  general 
informations,  disposition  of  superior  or  municipal  court  cases  and  of 
other  law  agencies?  serves  court  warrants  on  patients  held  in  psychiatric 
wards  and  notifies  them  of  the  dates  of  their  hearings?  maintains  liaison 
with  various  state  hospitals  and  law  enforcement  agencies  regarding 
admittance,  apprehension  and  return  of  escapees 9  law  violators  and  other 
difficult  cases  ■» 

5o  Reports  to  police  department  cases  which  are  of  its  concern,  such 
as  automobile  accidents*  acts  of  violence,  etc0?  gives  information  regard" 
ing  specific  injuries  and  disposition  of  individual  patients  to  police 
officers?  answers  emergency  calls  from  wards  concerning  subduing  and 
controlling  of  violent  patients * 


CLASS  TITLE?  INSTITUTIONAL  ADMITTING  OFFICER  CODE;   2120 

(continued) 

60  Notifies  coroner  and  clergy  regarding  all  deceased  personso 

7o  Prepares  daily  and  periodic  reports  covering  total  admissions „ 
transfers;,  discharge  and  disposition  of  patients  and  other  pertinent 
information  required  in  order  to  complete  individual  patient's  records , 
including  reports  regarding  patients  denied  admission,  court  hearings 
held9  etco 

80  As  directed;,  or  as  situations  warrant,  performs  the  duties  and 
has  the  responsibilities  of  a  medical  stewardo 

MINIMUM  QUALIFICATIONS? 

Training  and  Experiences  Requires  completion  of  four  years  of  high 
school 9  preferably  supplemented  by  graduation  from  an  accredited  school 
of  nursing,  and  at  least  three  years  of  experience  in  military  medical 
hospital  service  in  the  administration  of  first-aid  to  sick  or  injured 
persons  and/or  giving  treatment  as  prescribed  by  a  doctor;  or  an  equiv- 
alent combination  of  training  and  experience0 

Knowledge 9  Abilities  and  Skills:  Requires  a  thorough  working 
knowledge  of  practical  nursing  technique ,  especially  as  they  apply  to 
rendering  first-aid  in  emergent  cases;  a  go^d  working  knowledge  of 
clerical  procedures  and  techniques  in  accordance  with  prescribed 
practices  and  procedures  for  admitting  patients  to  an  institution 

Requires  skill  and  ability  to:  deal  with  patients,  their  rel- 
atives and  others  concerned,  on  concise  and  detailed  matters;  use  a 
pleasant  personality  in  handling  public  information  and  public  relations 
matters;  exercise  good  judgment  in  quickly  evaluating  emergent  situations; 
make  prompt  and  accurate  decisionso 

PROMOTIVE  LINES  1 

Tot  Emergency  Hospital  Service  Assistant  Superintendent 

From j  Medical  Steward 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   DIRECTOR  OF  PATIENT  FINANCIAL  CODE:   2122 

SERVICES  AND  ADMISSIONS 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  organizes  and  directs  the  activities  of 
staff  engaged  in  the  admission  of  patients  and  determination  of  their 
eligibility  for  governmental  financial  assistance  at  a  large,  county-  operated, 
long-term,  rehabilitative  medical  facility;  establishes,  implements  and  reviews 
admissions  and  eligibility  policies  and  procedures;  participates  in  administra- 
tive conferences  and  committees;  prepares  complex  records  and  reports;  and 
performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Class  2122  Director  of  Patient  Financial  Services  and  Admissions  is 
distinguished  from  Class  2124  Director  of  Admissions,  San  Francisco  General 
Hospital  in  that  it  is  responsible  for  supervision  of  the  admissions  and  the 
assessment  of  the  financial  status  of  patients  in  a  large,  long  term  care 
facility  while  the  latter  assumes  responsibility  for  a  large  staff  engaged  in 
regular  and  emergency  admissions  and  eligibility  determinations  at  a  large, 
acute  care  hospital . 

The  Director  of  Patient  Financial  Services  and  Admissions  is  distinguished 
from  Class  1664  Patient  Accounts  Manager  in  that  the  latter  is  responsible  for 
the  recovery  of  revenue  through  the  activities  of  the  Billing  and  Collections 
department  of  a  large  medical  facility  whereas  the  Director  of  Patient 
Financial  Services  and  Admissions  is  responsible  for  the  continuing  assessment 
of  patients'  financial  resources  to  determine  eligibility  for  government 
financial  assistance  programs. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not  be 
considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7). 

1.  Selects,  supervises  and  evaluates,  directly  and  thorough  subordinate 
supervisory  staff,  personnel  responsible  for  determining  patients' 
financial  eligibility  for  governmental  financial  assistance  programs, 
preparing  billing  instructions,  maintaining  patient  trust  funds,  and 
disposing  of  patients'  assets  upon  patients'  release  or  death;  assigns  and 
reviews  work;  and  develops  and  implements  staff  training  programs. 

2.  Develops,  implements  and  evaluates  admissions  and  eligibility  policies, 
procedures  and  guidelines  in  compliance  with  hospital  standards,  and 
provisions  of  Federal,  State  and  local  legislation,  including  Title  22  of 
the  California  Administrative  Code;  monitors  and  interprets  changes  in 
provisions  and  requirements  of  the  various  governmental  and  financial  aid 
programs  and  advises  staff  and  administrative  personnel  of  impact  on 
existing  county  operations,  policies,  procedures  and  costsr:"1       .«  ' 
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CLASS  TITLE:   DIRECTOR  OF  PATIENT  FINANCIAL  CODE:   2122 

SERVICES  AND  ADMISSIONS 

EXAMPLES  OF  DUTIES:   (Cont.) 

3.  Establishes  and  maintains  effective  working  relationships  with 
representatives  of  Federal,  State  and  local  agencies  responsible  for 
medical  and  financial  aid  programs  or  collection  of  delinquent  revenue; 
coordinates  departmental  activities  with  those  of  other  hospital  services 
such  as  billing,  medical  records,  utilization  review,  quality  assurance  and 
data  processing;  participates  in  interdisciplinary  hospital  conferences  and 
committees  including  the  medical  screening,  medical  ethnics,  quality 
assurance,  and  medical  records  committees;  represents  the  facility  in 
contacts  with  representatives  of  governmental  and  community  agencies, 
including  the  public  guardian  and  conservators;  and  may  provide  testimony 
at  court  and  Medi-Cal  hearings. 

4.  Develops,  implements  and  monitors  the  annual  departmental  budget  for 
personnel,  equipment  and  supplies;  monitors  staff  performance  and 
determines  appropriate  staffing  levels. 

5.  Prepares  reports  for  hospital  administration  on  matters  concerning  the 
operation  of  the  department. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications....  and 
other  particulars. .. .Appl icants  must  be  guided  solely  by  the  announcement  of 
the  examination  for  which  they  apply."  (CSC  Rule  9). 

Knowledge.  Abilities  and  Skills:  Comprehensive  knowledge  of:   the 
principles  of  governmental,  medical  and  financial  assistance  programs, 
including  Title  22  of  the  California  Administrative  Code  and  Medi-Cal  and 
Medicare  registration  and  billing  requirements;  basic  principles  of  hospital 
administration  and  electronic  data  processing. 

Ability  to:  plan  and  direct  the  work  of  subordinate  staff;  effectively 
communicate  orally  and  in  writing;  formulate  and  revise  departmental  policies 
and  procedures;  and  establish  and  maintain  effective  working  relationships 
with  hospital  personnel,  representatives  of  Federal,  State  and  local  agencies 
and  the  public. 


ADOPTED:   May  b,    1986 
#07/9B 


CLASS  TITLE:  DIRECTOR  OF  ADMISSIONS,  SAN  FRANCISCO         CODE:   212U 
GENERAL  HOSPITAL 

CHARACTERISTICS  OF  THE  CLASS: 

•Under  general  direction,  is  responsible  for  administering  the  in- 
stitutional procedures  dealing  with  the  admissions,  transfer  or  release  of 
patients  and  inmates;  exercises  direct  administrative  responsibility  for 
the  social  service  division;  determines  eligibility  for  admission;  deter- 
mines financial  circumstances  of  persons  admitted;  and  performs  related 
duties  as  required. 

Requires  considerable  responsibility  for  developing,  interpreting, 
coordinating  and  enforcing  existing  policies,  methods,  procedures  and 
standards;   achieving  considerable  economies  and/or  preventing  consider- 
able losses  through  the  proper  and  efficient  enforcement  of  admittance 
eligibility  requirements;  making  regular  contacts  with  the  institutional 
administrator,  department  heads,  outside  organizations  and  agency  re- 
presentatives for  furnishing  or  obtaining  important  information; 
receiving,  checking,  reviewing  and  approving  important  personal,  financial 
and  confidential  data. 

EXAMPLES  OF  DUTIES: 

1.  Exercises  responsible  charge  for  the  procedures  relative 

to  hospital  admissions,  transfer  and  release;  develops  records  and 
information  regarding  the  economic  status  of  applicants  and  patients; 
determines  number  of  beds  or  accommodations  available  and  their 
specific  locations. 

2.  Reviews  and  approves  all  histories  and  personal  records  of 
patients  to  determine  their  eligibility;  notifies  admitting  desk  of 
pertinent  information  regarding  individual  cases. 

3.  Confers  with  social  welfare  workers  to  ascertain  progress  of 
referrals  to  institution  from  private  hospitals,  nursing  homes  and  pri- 
vate physicians;  reads  and  checks  histories  of  individual  cases  to 
become  acquainted  with  the  facts;  determines  obligations  of  responsible 
relatives;  makes  determinations  and  approves  admissions  on  basis  of  in- 
vestigations and  information;  prepares  related  reports  to  administrator 
or  other  concerned  administrative  officials. 

h.    Reviews  and  checks  individual  case  histories  and  records  of 
discharged  patients  to  ascertain  accuracy  and  compliance;  approves  bill 
summaries  to  be  sent  to  patients  or  responsible  relatives;  confers  with 
patients  or  with  responsible  relatives  regarding  changes  or  adjustment 
in  bills;  cooperates  with  bureau  of  delinquent  revenue  in  adjusting  or 
compiling  bills  referred  to  them  for  collection. 

5.  Performs  a  number  of  routine  administrative  duties,  including 
preparing  annual  budget  estimates,  investigating  complaints  of  services 
and  activities  of  individual  workers  conducting  special  investigations 
for  administrator  and  others,  as  requested  and  preparing  related  re- 
ports, revising  and  inaugurating  new  procedures  regarding  admissions 
and  referrals,  and  processing  records  and  forms. 

6.  Interviews  applicants  for  positions  and  refers  to  concerned 
supervisor  for  further  evaluation;  supervises  other  personnel  pro- 
cedures. 

7.  Conducts  staff  meetings  for  the  purpose  of  discussing  new 
policies,  procedures  and  changes  in  existing  policies;  also,  changes 
in  state  or  other  legislation  affecting  patients;  requests  outside 


CLASS  TITLE:  DIRECTOR  OF  ADMISSIONS,  SAN  FRANCISCO        CODE:   2121; 
GENERAL  HOSPITAL  (continued) 

agencies  to  send  representatives,  as  might  be  desirable. 

8.  Attends  meetings  cf  community  agencies  and  civic  organizations 
pertaining  to  their  interest  in  institutional  matters 5  discusses  proposed 
new  programs  being  initiated  in  the  community;  confers  with  agencies  on 
available  services. 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience :  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course  work 
in  public  administration,  hospital  administration,  or  public  health 
administration. 

Requires  at  least  three  years  of  practical  experience  in  super- 
vising the  admission  unit  of  a  large  hospital  or  hospital-like 
institution,  or  in  a  supervisory  capacity  in  a  large  welfare  agency;  cr 
an  equivalent  combination  of  training  and  experience. 

A  master's  degree  in  hospital  administration  or  social  service 
may  be  substituted  for  one  year  of  experience. 

Knowledge, //bilities  and  Skills:  Requires  a  broad  general 
knowledge  of  the  operating  policies  and  procedures  of  large  institu- 
tions and  the  application  of  specialized  professional  knowledge  in  the 
field  of  public  health  and  welfare  administration,  particularly  as 
applicable  to  the  supervision  of  admissions. 

Requires  demonstrated  administrative  and  supervisory  skill  and 
ability  in  organizing  and  directing  the  activities  of  detailed  admission 
procedures. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:   Institutional  Admitting  Officer 
Social  Service  Unit  Supervisor 
Psychiatric  Admitting  Officer 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   EXECUTIVE  ASSISTANT,  CODE:   2126 

COMMUNITY  MENTAL  HEALTH  SERVICES 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  serves  as  the  chief  administrative  assist- 
ant to  the  program  chief  in  administering  the  County's  mental  health  program;  assumes 
responsibility  for  all  non-clinical  administration  of  Community  Mental  Health  Services; 
and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  is  a  single-position  classification  with  major  responsibility  for  the  planning, 
direction  and  coordination  of  all  budgetary,  fiscal,  personnel  and  other  auxiliary  func- 
tions within  the  Community  Mental  Health  Services  organization.   The  incumbent  acts  for 
the  program  chief  in  all  non-clinical  areas. 

EXAMPLES  OF  DUTIES: 

1.  Administers  the  preparation,  development,  coordination  and  implementation  of 
the  Community  Mental  Health  Services  budget  for  the  City  and  County,  and  State  and  Fed- 
eral Departments  of  Health;  formulates  policy  with  respect  to  the  monitoring  and  review 
of  all  aspects  of  the  budgetary  process. 

2.  Supervises  the  planning  and  development  of  the  annual  County  Plan  for  mental 
health  services;  is  responsible  for  development  of  the  Community  Mental  Health  Services 
and  programatic  and  budgetary  contract  with  State  Department  of  Health. 

3.  Determines  all  policy  for  non-clinical  administrative  areas;  participates  in 
long-range  planning  for  improvement  and  development  of  administrative  services. 

4.  Maintains  continuing  evaluations  of  mental  health  programs;  develops  and  imple- 
ments management  and  administrative  changes  and  recommends  to  the  program  chief  clinical 
policy  changes  and  proposals  deemed  necessary  to  improve  mental  health  care  programs. 

5.  Meets  regularly  with  service  chiefs  and  related  administrative  staff,  high  rank- 
ing officials  of  the  State  Department  of  Health,  and  Federal  Department  of  Health,  Edu- 
cation and  Welfare  to  insure  the  coordinated  implementation  of  mental  health  programs; 
represents  the  program  chief  in  negotiations  with  other  County  departments,  local,  State 
and  Federal  agencies,  and  various  funding  agencies. 

6.  Reviews  a  variety  of  records  and  reports  relating  to  service  unit  operations  to 
assure  adherence  to  Federal,  State  and  County  legislation  and  official  regulations  and 
to  evaluate  performance  of  assigned  units  in  relation  to  the  total  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four-year  college  or  university 
with  a  baccalaureate  degree,  preferably  with  major  course  work  in  public  or  business  ad- 
ministration, or  a  related  field. 

Requires  at  least  five  years  of  progressively  responsible  administrative  experi- 
ence in  program  planning,  budget  preparation  and  personnel  management,  three  years  of 
which  shall  have  been  experience  gained  in  a  major  community  mental  health  program.   A 
Masters  Degree  in  Health,  Mental  Health,  Public  Administration,  Business  Administration 
or  related  field  may  be  substituted  for  one  year  of  the  required  administrative  experi- 
ence; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  of:   Principles  and 
practices  of  modern  methods  of  public  and  business  administration  with  special  reference 
to  organization,  fiscal  and  personnel  management,  budgetary  preparation  and  control; 


CLASS  TITLE:   EXECUTIVE  ASSISTANT,  CODE:   2126 

COMMUNITY  MENTAL  HEALTH  SERVICES 

MINIMUM  QUALIFICATIONS:   (contd) 

governmental  accounting  and  budgeting;  modern  office  methods,  business  forms,  records 
and  equipment;  thorough  knowledge  of  the  organization  of  local,  State  and  Federal  men- 
tal health,  drug  and  alcohol  services;  laws  and  regulations  affecting  mental  health, 
drug  and  alcohol  programs. 

Requires  demonstrated  administrative  skill  and  ability  to:   Establish  and  maintain 
cooperative  working  relationships  within  and  between  the  management,  administrative, 
business  and  service  units  supervised;  analyze  administrative  problems,  reach  practical 
and  logical  conclusions;  solve  complex  management,  administrative  and  budgeting  prob- 
lems; develop  and  implement  new  methods  and  procedures. 

PROMOTIVE  LINES: 

To  :   To  be  determined 

From:   Original  entrance  examination 

Amended:   11/18/74 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(NEW  CLASS) 

CLASS  TITLE?   ADMINISTRATIVE  ASSISTANT  TO  THE  CODE?   2127 

DIRECTOR  OF  PUBLIC  HEALTH 

CHARACTERISTICS  OF  THE  CLASS? 

Under  general  direction,  acts  as  a  principal  staff  assistant  in  the  office  of 
the  Director  of  Public  Health  in  identifying  and  analyzing  Public  Health  programs  and 
related  matters  and  making  recommendations  regarding  solutions;  consults  with  Public 
Health  and  other  representatives  regarding  program  problems,  operations,  and  changes 
in  policies  and  procedures;  reviews  legislation  affecting  the  operation  of  Public 
Health  programs,  and  prepares  reports  and  recommendations  on  procedural  changes  made 
necessary  by  such  legislation;  and  performs  related  duties  as  required. 

EXAMPLES  OF  DUTIES? 

1.  Serves  as  a  principal  staff  assistant  in  the  office  of  the  Director  of  Public 
Health  in  performing  and/or  supervising  analytical  and  evaluative  studies  of  Public 
Health  programs  and  related  matters;  reviews  and  analyzes  data  collected  from  account- 
ing, personnel  and  other  records;  may  analyze  budget  and  supplemental  appropriation 
requests  and  prepare  reports  and  recommendations  thereon,, 

2.  Develops  material  for,  writes,  and  monitors  a  wide  variety  of  state,  federal, 
and  other  grant  requests  for  aid  in  delivery  of  Public  Health  services  to  the  com- 
munity,, 

3„  Plans,  develops,  and  recommends  program  changes  in  order  to  increase  ef- 
ficiency and  economy  in  delivery  of  health  care  services;  audits  and  analyzes  depart- 
ment organizational  structures  and  functions  and  makes  recommendations  thereon  re- 
garding procedures,  forms,  work  flow,  and  equipment  used. 

4.  Reviews  federal,  state,  and  other  legislation  affecting  Department  of  Public 
Health  operations;  consults  with  administrative  and  professional  staffs  on  procedural 
changes  made  necessary  by  legislative  action, 

5„  As  directed,  may  review  documents,  requisitions,  contracts,  memoranda  and 
reports  for  conformance  with  established  authorizations,  policies  and  procedures;  may 
sign  documents  for  which  responsibility  has  been  delegated;  answers  correspondence  re- 
quests for  information  and  complaints;  performs  a  wide  variety  of  administrative 
duties. 

6„   As  directed,  may  attend  a  wide  variety  of  meetings,  including  departmental 
and  interdepartmental,  Board  of  Supervisors  committees,  local,  regional,  state  or 
federal  agencies,  citizens  and  business  groups  and  organizations;  in  this  connection, 
makes  presentations  of  programs  and  operations  as  assigned,, 

MINIMUM  QUALIFICATIONS; 

Training  and  Experience;   Requires  completion  of  a  four-year  college  or  uni- 
versity with  a  baccalaureate  degree  with  major  course  work  in  public,  business,  or 
hospital  administration,  public  health,  or  other  closely  related  field. 

Requires  four  years  of  experience  in  a  supervisory,  administrative,  or  mana- 
gerial capacity  in  a  Public  Health  agency,  preferably  with  experience  in  health  pro- 
gram development  and  evaluation;  or  an  equivalent  combination  of  training  and  ex- 
perience. 

Knowledge  Abilities  and  Skillss  Requires  a  thorough  knowledge  of  J   Principles 
and  practices  of  modern  methods  of  delivery  of  Public  Health  programs,  public  and 
business  administration  with  special  reference  to  organization,  fiscal  and  personnel 
management,  budgetary  preparation  and  control;  modern  office  methods,  business  forms, 
records  and  equipment. 

Requires  considerable  ability  to?   make  effective  analytical  studies  of  Public 
Health  programs,  their  development  and  effectiveness;  prepare  concise  factual  reports 
and  recommendations;  organize  and  supervise  efforts  to  obtain  effective  solutions  to 


CLASS  TITLE:   ADMINISTRATIVE  ASSISTANT  TO  THE  CODE:   2127 

DIRECTOR  OF  PUBLIC  HEALTH 


MINIMUM  QUALIFICATIONS!   (contd) 

problems  in  Public  Health  service  programs;  deal  tactfully  and  effectively  with  a 
wide  variety  of  officials,  department  representatives,  employees,  representatives  of 
outside  agencies  and  civic  groups,  and  members  of  the  community. 

PROMOTIVE  LINES: 

To   :   To  be  determined 

From!   Original  entrance  examination 


ADOPTED:   5/31/72 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(RETITLES  SPECIFICATION) 

CUSS  TITLE:  ADMINISTRATIVE  ASSISTANT,  LAGUNA  HONDA  HOSPITAL  CODE:   2128 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  the  overall  routine  administra- 
tion and  coordination  of  the  institution's  non-medical  activities;  consults 
with  the  assistant  administrator,  non-medical  on  various  administrative, 
accounting  and  operational  matters;  conducts  studies  and  analyses  of 
various  matters;  recommends  changes  in  methods  and  procedures;  and  performs 
related  duties  as  required. 

Requires  considerable  responsibility  for:   carrying  out  and  interpret- 
ing policies,  methods  and  procedures  pertaining  to  non-medical  activities; 
achieving  considerable  economies  and/or  preventing  considerable  losses 
through  efficient  handling  of  the  institution's  business  and  accounting 
procedures;  making  regular  contacts  with  subordinate  supervisory  employees, 
outside  agencies  and  others;  preparing  periodic  and  annual  financial  and 
operating  statements  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  assistant  administrator,  non-medical  in  supervising 
and  participating  in  the  preparation  of  the  annual  budget  estimates  for 
personnel  and  non-personnel  services. 

2.  Analyzes  payroll  and  purchasing  needs;  reviews,  approves  or  dis- 
approves departmental  requisitions  for  ordering  supplies,  materials  and 
services. 

3.  Recommends  methods  of  achieving  economies  through  more  efficient 
handling  of  equipment  and  use  of  materials  and  supplies. 

k.   Checks  and  reviews  important  personnel,  financial  and  welfare 
reports. 

5.  Supervises  and  participates  in  budgetary  accounting  activities  to 
assure  control  of  expenditures  within  approved  appropriations. 

6.  Makes  time  and  cost  studies  of  various  activities  to  assist  in 
making  important  decisions  to  increase  efficiency  and  effectuate  better 
operations. 

7.  Participates  in  administrative  discussions;  makes  recommendations 
regarding  establishment  or  changing  of  policies;  as  assigned,  acts  for  the 
administrator  or  assistant  administrator,  non-medical. 

8.  Participates  in  the  preparation  of  annual  operating  reports  and 
related  statistics. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four -year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
accounting,  public,  business  or  hospital  administration. 

Requires  at  least  5>  years  of  progressively  responsible  accounting, 
office  and  business  experience,  at  least  2  years  of  which  shall  have 
been  in  a  responsible  supervisory  or  office  management  capacity;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills;  Requires  considerable  knowledge 
of  the  theoretical  and  practical  aspects  of  business  administration,  in- 
cluding accounting,  budgetary,  purchasing  and  personnel  matters,  as 
well  as  other  non-medical  aspects  of  institutional  operations  and  maint- 
enance. 

Requires  considerable  ability  and  skill  to:   analyze  various  non- 


CLASS  TITLE:   ADMINISTRATIVE  ASSISTANT,  LAGUNA  HONDA  HOSPITAL  CODE:   2128 
(Continued) 

medical,  fiscal  and  administrative  problems j  make  recommendations  and 
prepare  reports. 

Requires  ability  to  meet  and  deal  amicably  and  effectively  with 
staff  members,  visitors  and  patients. 

PROMOTIVE  LINES: 

To:  Assistant  Administrator,  Non-Medical 

From:  Senior  Accountant 

Original  entrance  examination 


AMENDED:   3/17/69 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

(NEW  CLASS)  CODE:   2129 

CLASS  TITLE:   ADMINISTRATIVE  ASSISTANT,  SAN  FRANCISCO  GENERAL  HOSPITAL 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  overall  administration  and  coordination  of  the  administrative 
offices  of  San  Francisco  General  Hospital;  consults  with  top  management  on  administrative, 
budgetary  and  operational  matters;  recommends  changes  in  the  policies  and  procedures  of 
the  administrative  offices;  prepares  periodic  operating  reports;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   Carrying  out,  developing,  interpreting,  coordinating  and 
enforcing  policies,  methods  and  procedures  within  the  administrative  offices;  achieving 
economies  and/or  preventing  losses  through  budgetary  control  and  procurement  of  equip- 
ment, materials  and  supplies  for  administrative  offices. 

EXAMPLES  OF  DUTIES: 

1.  Manages  the  hospital  administrative  office;  directs  the  preparation  and 
maintenance  of  administrative  records  and  budget  estimates  for  administrative  offices; 
maintains  budgetary  controls  and  prepares  related  fiscal  reports. 

2.  Compiles,  researches  and  analyzes  data  in  order  to  assess  needs,  trends, 
problems  and  opportunities  involving  hospital  administration  offices  and  recommends 
appropriate  programs,  systems  and  policy  changes. 

3.  Supervises  and  participates  in  the  overall  purchasing  procedures,  preparation 
of  requisitions  for  materials  and  supplies,  equipment  and  contractual  services  for 
administrative  offices;  interprets  and  administers  hospital  policies,  rules  and 
regulations  as  they  relate  to  the  hospital  administration  offices. 

4.  May  be  assigned  to  special  projects  collecting  data  on  the  institutional 
program  and  hospital  operations  from  outside  sources  and  across  departmental  lines; 
performs  confidential  investigations  as  assigned. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college  or 
university  with  a  Baccalaureate  Degree  with  major  course  work  in  public,  business  or 
hospital  administration  or  an  equivalent  combination  of  hospital  training. 

Knowledge.  Abilities  and  Skills:  Requires  good  working  knowledge  of  business, 
accounting,  purchasing,  budgeting,  personnel  and  other  aspects  of  hospital  operations. 

Requires  skill  and  creative  ability  to  analyze  various  administrative  problems 
and  exercise  discriminating  judgment  in  the  analysis  and  solution  of  complex 
administrative  problems. 

PROMOTIVE  LINES:   To  be  determined. 


ADOPTED:  May  15,  1972 


* 


CLASS  TITLE:   EMERGENCY  HOSPITAL  SERVICE  ASSISTANT         CODE:   2130 
SUPERINTENDENT 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  the  superintendent  in  coordinating  the 
activities  of  the  emergency  hospital  services;  assists  in  the  assign- 
ment and  supervision  of  all  personnel  and  evaluation  of  their  work 
and  performance;  shares  responsibility  for  the  maintenance  of  all 
emergency  hospital  properties  and  facilities;  and  performs  related 
duties  as  required. 

Requires  responsibility  for  carrying  out,  interpreting,  co- 
ordinating and  enforcing  emergency  hospital  policies,  methods  and  pro- 
cedures; achieving  considerable  economies  and/or  preventing  considerable 
losses  through  efficient  supervision  of  the  handling  of  equipment, 
materials  and  supplies  of  relatively  high  value;  making  regular  contacts 
with  the  general  public,  persons  in  other  departments,  and  occasionally 
with  representatives  of  outside  organizations;  preparing,  checking  and 
reviewing  important  operational,  medical  and  emergency  hospital  records 
and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Performs  administrative  and  supervisory  duties  in  assisting 
the  superintendent  and  personally  assumes  his  duties  and  responsibilities 
during  his  absence. 

2.  Assigns  duties  to  all  personnel  at  the  separate  emergency 
hospitals;  interprets  and  enforces  implementation  of  department  rules, 
regulations  and  policies. 

3.  Assists  in  instructing  and  training  new  personnel;  recommends 
new  policies  and  procedures  or  changes  in  existing  ones;  conducts  routine 
inspections  of  all  emergency  hospitals  to  observe  work  performance  and 
physical  conditions  of  premises  and  facilities;  investigates  and 
follows-up  all  complaints  regarding  services. 

U.  Assists  in  preparation  of  the  annual  budget,  monthly  and  other 
periodic  reports  and  special  reports  concerning  emergency  hospital  opera- 
tion, maintenance  and  performance,  including  related  statistics. 

5.  Assists  in  maintaining  records  and  accounts  of  all  hospital 
equipment,  materials  and  supplies,  including  items  received  and  issued; 
orders  replenishments  of  stocks  as  necessary;  prepares  purchase  specifi- 
cations for  important  items;  interviews  representatives  of  drug  and 
equipment  suppliers,  as  necessary. 

6.  Assists  the  superintendent  in  investigating  accidents  in  which 
emergency  hospital  ambulances  are  involved. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  two  years  additional  training  including  courses  in 
business,  hospital  or  public  administration.  Requires  at  least  five 
years  practical  experience  in  emergency  hospital  operations  and  related 
business  activities,  or  an  equivalent  combination  of  training  and 
experience. 


CLASS  TITLE:   EMERGENCY  HOSPITAL  SERVICE  ASSISTANT         CODE:   2130 
SUPERINTENDENT  (continued) 

Knowledge;  Abilities  and  Skills:  Must  have  good  working  know- 
ledge of  modern  emergency  hospital  administration  and  operation. 

Requires  skill  and  ability  "as  an  administrator  in  order  to 
organize,  plan  and  supervise  the  activities  and  services  of  a  number 
of  separately  located  emergency  hospitals. 

PROMOTIVE  LINES: 

To:   Emergency  Hospital  Service  Superintendent 

From:   Ambulance  Attendant 

Emergency  Hospital  Booking  Steward 


CLASS  TITLE:   EMERGENCY  HOSPITAL  SERVICE  SUPERINTENDENT    CODE:  2132 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  and  coordinates  the  activities 
of  the  emergency  hospital  services;  exercises  administrative  charge  and 
responsibility  for  the  assignment  of  all  personnel  and  their  work  perfor- 
mance; directs  the  maintenance  of  all  emergency  hospital  properties 
and  facilities;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating  and 
originating  emergency  hospital  policies,  methods  and  procedures;  achieving 
major  economies  and/or  preventing  major  losses  through  efficient  admin- 
istration and  control  of  expenditures,  including  proper  handling  of  equip- 
ment, materials  and  supplies  of  relatively  high  value;  making  regular 
contacts  with  the  general  public,  persons  Ln  other  departments,  and  rep- 
resentatives of  outside  organizations;  preparing  important  operational, 
medical  and  emergency  hospital  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs,  supervises  and  coordinates  the  activities  and  duties 
of  all  emergency  hospital  employees,  excepting  those  dealing  with 
medical  and  surgical  treatment. 

2.  Instructs  and  trains  new  personnel;  recommends  new  policies 
and  procedures  or  changes  in  existing  ones;  conducts  routine  inspections 
of  all  emergency  hospitals  to  observe  work  performance  and  physical 
oonditions  of  premises  and  facilities;  investigates  and  follows-up  all 
complaints  regarding  service. 

3.  Prepares  and  submits  monthly  and  annual  reports  including 
narrative  and  statistical  information  of  operation  of  all  emergency 
hospital  services  and  facilities. 

iio  Maintains  records  and  accounts  of  all  hospital  equipment, 
materials  and  supplies  including  items  received  and  issued;  orders 
replenishments  of  stocks  as  necessary;  prepares  purchase  specifications 
for  important  items;  interviews  representatives  of  drug  and  equipment 
suppliers  as  necessary. 

5.   Investigates  accidents  in  which  emergency  hospital  ambulances 
are  involved. 

6/  Performs  public  relations  and  information  service  duties; 
appears  before  civic  and  luncheon  groups  as  guest  speaker;  lectures  to 
police  academy  classes  on  emergency  hospital  operations  ana  services; 
occasionally  appears  as  witness  in  litigation  matters  and  gives 
testimony  in  line  with  official  administrative  capacity. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  two  years  additional  training  including  courses  in  business, 
nospital  or  public  administration. 

Requires  at  least  "ten  years  of  practical  experience  in  emergency 
hospital  operations  and  related  business  activities,  at  least  three  years 
of  which  shall  have  been  in  an  important  supervisory  capacity,  or 
an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE;   EMERGENCY  HOSPITAL  SERVICE  SUPERINTENDENT     CODE;  2132 
(Continued) 

Knowledge,  Abilities  and  Skills;  Requires  a  thorough  working  knowledge 
of;  modern  emergency  hospital  administration  and  operation. 

Requires  exceptional  skill  and  ability  as  an  administrator  in  order 
to  organize,  plan  and  supervise  the  activities  and  services  of  a  number 
of  separately  located  emergency  hospitals. 

PROMOTIVE  LINES; 

To;   No  normal  lines  of  promotion. 

From;   Emergency  Hospital  Service  Assistant  Superintendent 


CLASS  TITLE:  NIGHT  SUPERVISOR,  LAGUNA  HONDA  HOME  CODE:   21UO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  on  an  assigned  night  shift,  is  responsible 
for  the  nursing  service  of  the  institution;  supervises  professional  nurs- 
ing and  auxiliary  personnel;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating  and 
executing  policies  and  methods  affecting  all  hospital  services  and  patient 
activities;  achieving  economies  and/or  preventing  losses  through  efficient 
supervision  of  all  activities  and  services,  enforcing  the  proper  use  and 
handling  of  equipment,  material  and  supplies;  important  operational,  per- 
sonnel, technical,  medical  and  nursing  records  of  individual  patients. 
Supervisory  nature  of  work  involves  considerable  physical  effort  including 
walking,  standing,  manual  effort  and  dexterity  with  some  exposure  to  acci- 
dent and  health  hazards  and  other  disagreeable  elements  when  assisting  with 
patient  care. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  nursing  care  of  all  patients;  makes  rounds  of 
wards;  contacts  head  nurses;  evaluates  condition  of  patients  and  calls 
attention  to  attending  physicians  when  necessary. 

2.  Orients  new  personnel  to  their  duties;  explains  hospital  policies, 
rules  and  regulations  relating  to  patient  care;  identifies  and  evaluates 
quantity  and  quality  of  individual  performance  against  established  stan- 
dards; endeavors  to  affect  improvement  through  consultation,  advice,  ex- 
planation and  discipline. 

3.  Supervises  inspection  of  hospital  housekeeping  facilities  and 
practices,  and  distribution  of  equipment,  materials  and  supplies  to 
various  wards  as  required. 

h.      Supervises  the  preparation  and  maintenance  of  work  assignment 
schedules  and  all  medical,  nursing,  and  laboratory  records  pertaining  to 
individual  patients. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  supplemented  by  graduation 
from  an  accredited  school  of  nursing. 

Requires  at  least  five  years  of  experience  as  a  registered  nurse, 
of  which  at  least  two  years  shall  have  been  in  a  supervisory  capacity, 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  working  know- 
ledge of  the  principles  and  practices  of  professional  nursing  and  their 
relation  to  the  prevention,  treatment  and  control  of  disease  and  of  hospi- 
tal rules,  regulations  and  procedures. 

Requires  demonstrated  supervisory  skill  and  ability  to  properly 
organize  and  supervise  the  activities  of  professional  nursing  and  auxil- 
iary personnel  in  a  large  hospital  or  other  public  welfare  institution. 

License:  Requires  possession  of  a  valid  certificate  as  a  registered 
nurse  issued  by  the  state  board  of  nursing  examiners. 


< 


CLASS  TITLE:      NIGHT  SUPERVISOR,   LAGUNA  HONDA  HOME  CODE;      2liiO 

( continued) 

NORMAL  LINES  OF  PROMOTION? 

To;     Assistant  Director  of  Nursing 

From;     Supervising  Nurse 
H35H  Nurse 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   HOSPITAL  ADMINISTRATIVE  ASSISTANT  CODE:   21^0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  administrative  staff  of  San  Francisco  General 
Hospital  Medical  Center  or  Laguna  Honda  Hospital  by  performing  a  variety  of  duties 
according  to  assignment,  including  special  projects,  hospital  representation,  minor 
line  responsibilities  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  classification  is  the  entry  level  of  the  hospital  administrative  series. 
The  emphasis  is  on  staff  responsibility  for  special  projects  of  varying  complexity 
and  impact.   Positions  may  also  be  assigned  line  responsibility  for  one  to  three 
small  hospital  departments  or  functional  units.   This  class  i6  distinguished  from 
the  Hospital  Assistant  Administrator  classification  in  that  the  latter  has  mid-level 
line  responsibility  for  directing  the  activities  of  a  number  of  major  hospital 
departments. 

EXAMPLES  OF  DUTIES: 

1.  Is  responsible  for  assigned  special  projects,  which  may  include  procedural 
development,  financial  analysis,  organizational  or  work  systems  analysis  or  design. 

2.  May  be  assigned  minor  line  management  responsibility  over  a  small  number 
of  less  complex  hospital  units. 

3.  May  be  assigned  responsibility  for  public  and  media  relations,  as  well  as 
representing  the  hospital  before  community  groups. 

'+.   May  participate  in  negotiating  and  expediting  contracts,  correspondence, 

requisitions,  and  other  documents. 

5.   May  represent  the  Administrator  on  selected  medical  staff  or  administrative 
committees. 

DESIRABLE  QUALIFICATIONS: 

Training  and  Experience:   Requires  a  Master's  Degree  in  public  health,  hospital 
administration,  business  administration,  public  administration,  or  other  health 
related  administrative  fields;  or  a  baccalaureate  degree  plus  one  year  of  experience 
in  health  agency  management  or  as  a  departmental  manager  in  a  hospital,  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  skill  and  creative  ability  to  analyze 
various  administrative  problems  and  exercise  discriminating  judgement  in  the  analysis 
and  solution  of  complex  administrative  problems;  and  to  communicate  verbally  and  in 
writing. 

NEW  CLASS 

ADOPTED:   -11-17-80 

ABOLISHES:   2129  Administrative  Assistant,  San  Francisco  General  Hospital 
2128  Administrative  Assistant,  Laguna  Honda  Hospital 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO 

DEPARTMENT  OF  HUMAN  RESOURCES  SAN  FRANCISPP 

PUBLIC  LIBRARY 

JOB  CODE  TITLE:  REIMBURSEMENT  MANAGER,  CHN  JOB  CODE:  2142 

Business  Unit:  COMMN 

DEFINITION: 

Under  general  administrative  direction,  directs  the  regulatory  financial  reporting  and  reimbursement  activities  for 
the  Community  Health  Network  (CHN)  of  San  Francisco;  administers  multiple  fiscal  intermediary  field  audits; 
directs  staff  and  consultants  in  the  preparation  of  cost  reports  and  revenue  enhancement  activities;  communicates 
with  administrators  and  managers  regarding  audit  findings;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  one  position  class  is  located  in  the  Community  Health  Network  of  San  Francisco.  It  is  distinguished 
from  positions  in  other  accounting,  audit  and  fiscal  related  classes  by  the  responsibility  for  directing  complex 
financial  regulatory  reporting  activities  involving  Medicare  and  Medi-Cal  reimbursement,  Federal  and  State 
intermediary  audit  groups  and  healthcare  reporting  requirements  for  various  third  party  programs. 

SUPERVISION  EXERCISED: 

Directly  supervises  staff  in  the  preparation  of  cost  reports  and  revenue  enhancement  activities,  which  may  include 
positions  in  the  Accounting,  Administrative  Analyst  or  clerical  series.  Exercises  administrative  direction  over 
consultants  in  regard  to  audit  and  reimbursement  activities. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of  duties 
assigned  to  this  class  and  are  not  intended  to  be  an  all  inclusive  list. 

1 .  Directs  and  coordinates  Federal  and  State  regulatory  financial  reporting  activities  for  CHN,  including  San 
Francisco  General  Medical  Center  and  the  Community  Primary  Care  Health  Centers. 

2.  Administers  Federal  and  State  fiscal  intermediary  financial  cost  report  audits  and  negotiates  resolutions  to 
minimize  appeals. 

3.  Reviews  Medicare  and  Medicaid  regulations  and  performs  complex  financial  audit  impact  analyses  and 
cost  impact  studies. 

4.  Coordinates  with  appropriate  administrators,  department  managers  and  consultants  in  filing  reports  for 
Federal  and  State  reimbursements;  develops  reimbursement  strategies. 

5.  Coordinates  reimbursement  activities  between  consultants  and  external  financial  auditors. 

6.  Coordinates  regulatory  reporting  activities  between  staff  and  the  University  of  California,  San  Francisco 
Dean's  Office  for  intern  and  resident  reporting  purposes. 

7.  Establishes  and  maintains  working  relationships  with  various  Federal  and  State  intermediary  audit  groups. 

8.  Communicates  with  CHN  administrators  on  methods  of  enhancing  Medicare  and  Medi-Cal 
reimbursements. 

9.  Assists  with  operating  budget  projections  and  monitoring  contractual  allowances. 
10.  Performs  other  duties  as  assigned. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  Federal  and  State  regulatory  reporting  requirements  for  major  teaching  medical  centers  and 
Federally  Qualified  Health  Centers;  Medicare  and  Medi-Cal  audit  and  appeal  processes;  healthcare  reporting 
requirements  for  various  third  party  programs;  State  claiming  programs  to  generate  and  maximize  revenues; 
and  third  party  reimbursement  related  to  interns,  residents  and  physicians. 


JOB  CODE  TITLE:  REIMBURSEMENT  MANAGER,  CHN  JOB  CODE:  2142 

Business  Unit:  COMMN 

Ability  to:  plan,  assign  and  direct  the  work  of  staff  and  consultants  in  the  preparation  of  multiple  reports  with 
competing  deadlines;  establish  and  maintain  effective  working  relationships  with  outside  consultants  and  audit 
groups;  and  negotiate  settlements. 

EXPERIENCE  AND  TRAINING  GUIDELINES: 

Education:  Baccalaureate  degree  from  an  accredited  college  or  university  in  Accounting  or  a  related  field. 
Experience:  Six  years  experience  as  a  Reimbursement  Manager  in  a  large  hospital  or  health  care  system, 
which  includes  two  years  Federal  and/or  State  intermediary  auditing  experience. 

EFFECTIVE:  4/19/01 

REASON  TO  ESTABLISH  THE  CLASS: 

Since  there  is  currently  no  class  which  properly  reflects  the  level  and  scope  of  responsibilities  which  are  required 
to  perform  the  necessary  duties,  it  is  appropriate  to  establish  a  specific  class  to  accurately  reflect  the  tasks, 
knowledge,  skills  and  abilities  defined  in  the  most  recent  job  analysis  for  this  position. 


< 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   HOSPITAL  ASSISTANT  ADMINISTRATOR  CODE:   21 ^3 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  administers  the  activities  of  a 
number  of  hospital  departments;  consults  with  the  Hospital  Administrator  or 
Associate  Administrator  on  administrative  and  operational  matters;  assists  in 
preparation  of  annual  budgets;  prepares  periodic  reports  concerning  operational 
activities  and  departments;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  classification  performs  a  mid-level  line  management  function  in  the 
hospital  administrative  series  with  responsibility  for  directing  the  activities 
of  three  or  more  hospital  departments.   It  is  distinguished  from  the  Hospital 
Administrative  Assistant  classification  in  that  the  latter  is  not  only  entry-level, 
but  also  primarily  performs  staff  functions.   It  is  distinguished  from  the  Associate 
Hospital  Administrator,  in  that  this  classification  has  full  management  responsibility 
over  a  major  service  area  of  hospital  functions  such  as  finance,  ambulatory  services, 
clinical  services  and  operations. 

EXAMPLES  OF  DUTIES: 

1.  Plan',  directs  and  otherwise  administers  the  functions  of  a  number  of 
h^rnital  departments;  coordinate:-,  these  departments  with  the  activities  of  other 
hospital  departments. 

2.  Directs  preparation  of  and  recommends  the  budget  for  the  hospital  depart- 
ments under  jurisdiction;  recommends  and  approves  implementing  documents  involving 
budget  control,  identification,  acquisition  and  utilization  of  all  resources,  including 
personnel,  equipment  and  supplies,  reports,  record  systems  and  operating  procedures. 

?.   Formulates  standards,  including  defined  levels  of  patient  care,  for  the 
departments  administered;  directs  and  assists  department  heads  in  preparing  objectives 
and  goals  and  in  implementing  resultant  plans  through  programs  and  operations; 
evaluates  performance  against  plan;-,  and  effects  necessary  changes. 

'i .   Evaluates  and  recommend;-  changes  in  policies  and  programs,  utilization  of 
assets  and  control  and  information  systems;  participates  in  development  and  execution 
of  plans  and  programs  necessary  to  meet  hospital  accreditation  standards. 

5.  May  meet  and  confer  with  representatives  of  other  departments,  agencies 
and  community  group!  . 

6.  May  direct  development  and  implementation  of  coordinated  hospital  systems 
for  control  of  purchasing,  storage  and  distribution  of  equipment,  stores  and  supplies. 

7.  May  direct  development,  establishment  and  coordination  of  policies,  pro- 
cedures and  systems  regarding  patient  financial  and  eligibility  requirements. 

DESIRABLE  QUALIFICATIONS: 

Training  and  Experience:   Requires  a  Master's  Degree  in  public  health,  hospital 
administration,  business  administration,  public  administration  or  other  health  related 
fields  and  one  year  of  progressively  responsible  experience  in  an  administrative 
capacity  in  an  acute  care  hospital  or  a  skilled  nursing  facility;  or  a  baccalaureate 
degree  and  three  years  of  progressively  responsible  experience  in  an  acute  care 
hospital,  skilled  nursing  facility,  health  agency  or  health  planning  organization  that 
includes  broad  functional  management  of  departments,  or  'three  years  of  experience  in 
a  highly  specialized  field  of  management  applicable  to  duties  assigned  to  a  specific 
position;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   HOSPITAL  ASSISTANT  ADMINISTRATOR 
DESIRABLE  QUALIFICATIONS :   (Cont.) 


CODE:   21  *0 


1        Knowledge ?  Abilities  and  Skills:   Requires  comprehensive  knowledge  of 
principles  and  current  applications  of  hospital  management;  knowledge  of  laws, 
rules  and  regulations  affecting  hospitals. 

Requires  demonstrated  ability  and  skill  in  analyzing  various  administrative 
problems  and  exercising  discriminating  judgment  in  the  analysis  and  solution  of 
complex  administrative  problems;  and  to  communicate  verbally  and  in  writing. 

NEW  CLASS 

ADOPTED:  11-17-80 

ABOLISHES:   21^+2  Assistant  Administrator,  San  Francisco  General  Hospital 
2158  Assistant  Administrator,  Laguna  Honda  Hospital 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

|       CLASS  TITLE:   HOSPITAL  ASSOCIATE  ADMINISTRATOR  CODE:   21*+ 5 

CHARACTERISTICS  OF  THE  CLASS: 

Under  administrative  direction,  assists  the  Administrator  of  San  Francisco 
General  Hospital  Medical  Center  by  administering  a  major  service  unit  of  hospital 
functions;  represents  the  Administrator;  maintains  efficient  utilization  of  finan- 
cial resources;  manages  capital  and  program  plans;  and  performs  related  duties  as 
required. 

DISTINGUISHING  FEATURES: 

This  classification  reports  directly  to  the  Administrator  of  San  Francisco 
General  Hospital  and  has  major  policy  and  program  planning  responsibility  and  line 
responsibility  for  the  efficient  operation  of  both  clinical  and  non-clinical  activities 
of  large  groups  of  hospital  departments  within  a  major  hospital  service  area.   This 
responsibility  may  be  delegated  through  subordinate  Hospital  Assistant  Administrators. 
This  classification  differs  from  the  Hospital  Assistant  Administrator  in  that  the 
latter  has  mid-level  management  responsibility  for  administering  three  or  more 
hospital  departments.   It  differs  f^om  the  classification  of  Administrator,  San 
Francisco  General  Hospital  Medical  Center  in  that  the  Administrator  has  primary 
ro.'.tjon.iibility  for  the  overaU  administration  of  the  entire  hospital. 

EXAMPLES  OF  DUTIES: 

1.  Report-',  directly  to  the  Administrator  of  San  Francisco  General  Hospital 
Medical  Center  in  administering  a  major  service  unit  of  related  hospital  functions 
such  as  operations,  finance,  clinical  and  ambulatory;  is  responsible  for  the 
formulation,  development  and  execution  of  plans  and  policies  relative  to  an  assigned 
service  area. 

2.  Represents  the  Administrator  on  patient-care  issues  in  hospital,  City  and 
County  and  community  matters,  including  membership  on  various  councils,  committees, 
agencies  and  boards  and  providing  testimony  when  necessary. 

J.   Is  responsible  for  the  financial  integrity  of  the  service  unit  through 
sound  fiscal  management  and  maximization  of  efficiency. 

4.   Is  responsible  for  major  capital  and  program  planning  for  the  service. 

5-   May  conduct  the  daily  internal  activities  of  the  hospital,  other  than 
those  functions  specifically  retained  by  the  Administrator  or  assigned  to  other  staff 
members;  may  serve  as  the  Adminisf rator  in  his  or  her  absence. 

DESIRABLE  QUALIFICATIONS: 

Training  and  Experience:   Requires  a  Master's  Degree  in  public  health,  hospital 
administration  or  other  health  related  administrative  fields  and  four  years  of  pro- 
gressively responsible  experience  in  an  administrative  capacity  in  an  acute  care 
hospital;  or  a  baccalaureate  degree  and  seven  years  of  progressively  experience,  in 
hospital  or  health  agency  management  or  health  planning,  the  majority  of  which  is 
at  least  at  the  level  of  a  Hospital  Assistant  Administrator  or  Hospital  Associate 
Administrator  in  a  large,  acute  care  teaching  hospital,  or  an  equivalent  combination 
of  training  and  experience.   Positions  of  Hospital  Associate  Administrator  assigned 
to  highly  specialized  functions  may  require  equivalent  training  and  experience  in 
that  field. 


CLASS  TITLE:   HOSPITAL  ASSOCIATE  ADMINISTRATOR  CODE:   21^5 

DESIRABLE  QUALIFICATIONS:   (Cont.) 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of  principles 
and  current  applications  of  hospital  management;  comprehensive  knowledge  of  laws, 
rules  and  regulations  affecting  hospitals. 

Requires  demonstrated  ability  and  skill  in  analyzing  various  administrative 
problems  and  exercising  discriminating  judgment  in  the  analysis  and  solution  of 
complex  administrative  problems;  managing  complex  hospital  units;  dealing  effectively 
with  medical  staff  and  clinical  care  issues;  effectively  function  in  stressful 
and  ambiguous  situations. 

NEW  CLASS 

ADOPTED:   11-17-80 


^ 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   SENIOR  HOSPITAL  ASSOCIATE  ADMINISTRATOR     CODE:   2148 

CHARACTERISTICS  OF  THE  CLASS: 

Under  administrative  direction  of  the  Administrator  of  San 
Francisco  General  Hospital,  plans  and  directs  the  activities  of  a 
large  group  of  hospital  departments  responsible  for  hospital  opera- 
tions and  support  services;  assumes  full  authority  for  all  hospital 
activities  in  the  absence  of  the  Administrator:  represents  the  Admin- 
istrator to  a  variety  of  agencies,  organizations,  and  individuals:  and 
performs  related  duties  as  reguired. 

DISTINGUISHING  FEATURES: 

This  single  position  class  reports  directly  to  the  Administrator 
of  San  Francisco  General  Hospital  and  manages  a  large  number  of 
hospital  departments  providing  a  broad  range  of  operations  and  support 
services  within  clinical  and  non-clinical  specialties.   The  incum- 
bent in  this  position  has  full  authority  to  act  for  the  Administrator 
in  his  absence.   The  class  is  distinguished  from  the  lower  level 
classification  of  Hospital  Associate  Administrator  in  that  positions 
in  the  latter  class  are  responsible  for  administering  a  major  service 
area  within  a  distinct  functional  specialty  such  as  Nursing.  Finance 
or  Outpatient  Services. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and 
shall  not  be  considered  as  a  restriction  on  the  assignment  of  duties 
not  specifically  listed".    (CSC  Rule  7) 

1.  Directs  and  coordinates  the  activities  of  a  large  and  diverse 
group  of  hospital  departments  including  operations  and  maintenance 
departments  such  as  Building  and  Grounds.  Security  and  Housekeeping, 
clinical  support  services  such  as  Respiratory  Therapy.  Pathology. 
Paramedic  and  Central  Emergency  and  general  support  services  such  as 
Personnel.  Library  and  Medical  Records:  selects,  supervises,  and 
evaluates  Assistant  Administrators  and  department  heads  responsible 
for  managing  specific  services. 

2.  Provides  consistent  administrative  direction  for  the  medical 
center  24  hours  per  day  through  coordination  with  Associate 
Administrators,  and  Chiefs  of  Staff  to  achieve  effective  integration 
of  services. 

3.  Develops,  implements  and  monitors  policies,  methods  and 
procedures  to  ensure  cost  effective  delivery  of  services  and  achieve 
quality  patient  care  in  compliance  with  standards  set  by  the  Joint 
Commission  on  Accreditation  of  Hospitals  and  other  regulatory 
agencies:  coordinates  the  quality  assurance  program  of  the 
institution. 

4.  Consults  with  and  advises  the  Administrator  and  governing 
body  in  formulating  plans,  goals,  and  objectives  for  institutional 
programs  and  services,  including  capital  improvements  such  as  con- 
struction or  renovation  of  structures  and  purchases  of  new  eguipment. 


CLASS  TITLE:   SENIOR  HOSPITAL  ASSOCIATE  ADMINISTRATOR     CODE:   2148 

EXAMPLES  OF  DUTIES:  (  continued) 

5.   Establishes  and  maintains  cooperative  relationships  with  other 
governmental,  community  and  health  care  agencies;  represents  the 
hospital.  Administrator,  and/or  governing  board  before  a  variety  of 
boards,  committees  and  advisory  groups. 

DESIRABLE  QUALIFICATIONS: 

Knowledge.  Abilities  and  Skills:   Reguires  comprehensive  knowledge 
of:   hospital  administration,  finance  and  management;  long-range 
planning  technigues.  and  applicable  Federal.  State  and  local  laws  and 
regulations,  including  Joint  Commission  on  Accreditation  of  Hospitals 
and  California  Title  22  provisions. 

Reguires  considerable  ability  to:   Identify  and  analyze  management 
problems  and  develop  and  implement  effective  solutions;  plan,  coordi- 
nate and  direct  the  work  of  subordinates;  effectively  communicate 
verbally  and  in  writing;  and  interact  effectively  with  government 
officials,  community  representatives,  the  general  public,  news  media, 
and  highly  specialized  hospital  staff. 

Position  exempt  from  Civil  Service  examination  under  Section  3.696 
of  the  City  Charter. 

#0579B 

ADOPTED:   10-7-85 


CLASS  TITLE:   NIGHT  MEDICAL  ADMINISTRATOR,  S.F.G.H.         CODE:   21^0 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assumes  administrative  and  supervisory- 
responsibility  for  '.he  personnel  and  activities  of  the  general  hospital 
during  the  night  shift,  primarily  in  making  all  medical  and  emergent 
decisions  that  may  arise  and  otherwise  assuming  charge  of  the  hospital 
services;  and  performs  related  duties  as  requires. 

Requires  major  responsibility  for:   coordinating  activities  and 
executing  policies  and  methods  affecting  all  units  of  the  institution; 
achieving  major  economies  and/or  preventing  major  losses  through  pi. per 
overall  supervision  of  efficient  handling  and  use  of  equipment,  materials 
and  supplies  of  large  quantity  and  high  value:  making  occasional  important 
contacts  with  other  departments  or  outside  agencies;  preparing  detailed 
operating,  personnel,  medical  and  technical  hospital  records;  preventing 
accidents  and  assuring  accurate  results.  Working  conditions  involve  con- 
siderable physical  effort,  including  standing  and  walking,  some  inter- 
mittent exposure  to  health  hazards  and  disagreeable  elements  associated 
with  hospital  work  and  patient  care. 

EXAMPLES  OF  DUTIES: 

1.  Administers,  directs  and  supervises  the  personnel  and  activities 
of  the  entire  institution  during  the  assigned  night  shift;  makes  rounds  in 
the  admitting  units  and  various  wards;  makes  medical  and  administrative 
decisions  which  may  arise. 

2.  Receives  calls  from  private  physicians  requesting  admission  of 
their  patients;  signs  consents  for  minor  patients  without  parents;  admits 
new  patients. 

3.  Administers  the  nursing  service  program;  resolves  problems  which 
may  arise  or  which  may  be  referred  for  consideration;  disposes  of  patient 
and  patient-relative  disputes  with  professional  staff,  when  referred  for 
consideration. 

k.  Assumes  responsibility  for  all  press  releases  in  order  to  assure 
accurate  public  information  without  violating  patients'  rights  or  placing 
hospital  in  medical  or  legal  jeopardy. 

$,      Signs  autopsy  permits  and  death  certificates  for  deceased  persons 
and  collaborates  with  coroner  on  all  such  cases. 

6,  Dispatches  ambulances  for  emergency  cases  as  requested  by  ad- 
mitting physicians;  authorizes  emergent  surgery  as  necessary. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  medical  school  with 
an  m.d.  degree 

Requires  at  least  five  years  of  experience  in  medical  administration 
as  associated  with  a  large  hospital  or  other  public  health  or  welfare  in- 
stitution; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  of  medical 
administration  and  of  the  hospital  rules,  regulations  and  procedures. 

Requires  skill  and  ability  to  work  amiably  with  staff  and  department 
personnel  at  all  levels;  make  prompt  decisions,  especially  in  cases  of 
emergency. 


CLASS  TITLE:   NIGHT  MEDICAL  ADMINISTRATOR,  S.F.G.H.         CODE;   21^0 
(continued) 

License:   Requires  possession  of  a  current  license  to  practice  medi- 
cine issued  by  the  state  board  of  medical  examiners. 

NORMAL  LINES  OF  PROMOTION; 

To:  Assistant  Administrator,  Medical 

From:  Original  Entrance  Examination 


SAN   FRANCISCO   CIVIL   SERVICE   COMMISSI$PCUMENTS 

(2£5£  MD  APR  2  0  1971 

SAN  FRANCISCO 
CLASS  TITLE;   ASSOCIATE  ADMINISTRATOR,  HASSLER  HOSPITAL     PUrlip  library  C0DE:   2155 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  administers  the  nonmedical  activities  of  the  institution 
and  coordinates  them  with  the  medical  program;  consults  with  the  Administrator  of  the 
hospital  on  matters  related  to  policy;  participates  in  planning  program  objectives; 
reviews  administrative  and  operational  policies  and  procedures;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   Developing,  interpreting  and  reviewing  departmental 
and  institutional  policies,  methods  and  procedures  pertaining  to  nonmedical  activities; 
prevention  of  financial  loss  through  efficient  business  management  practices  and  as- 
suring collection  of  all  possible  revenues;  making  important  personal  contacts  with 
representatives  of  outside  interests  in  connection  with  institutional  management 
matters;  directing  the  preparation  of  a  variety  of  operating,  fiscal,  personnel  and 
other  reports, 

EXAMPLES  OF  DUTIES: 

1,  Administers  and  directs,  through  subordinate  supervisors,  the  nonmedical  activ- 
ities of  the  hospital,  including  housekeeping,  building  and  grounds,  social  services, 
laundry  service,  security,  materials  and  supplies;  volunteer  public  relations  and  per- 
sonnel programs;  reviews  and  evaluates  procedures  and  methods  and  directs  the  installa- 
tion of  improvements;  confers  with  the  administrator  and  medical  staff  in  promoting  a 
higher  standard  of  medical  care  through  coordination  of  nonmedical  activities. 

2,  Assumes  responsibility  for  the  overall  fiscal  operation  of  the  hospital;  directs 
preparation  of  budget  and  makes  budget  presentation  to  legislative  body  for  approval; 
approves  all  expenditures,  including  those  for  personnel,  materials,  services,  supplies 
and  equipment;  recommends  on  rates  to  be  charged  for  hospital  services;  supervises  all 
accounting  transactions. 

3,  Manages  the  hospital  personnel  program;  supervises  and  conducts  employee  orien- 
tation  and  training;  investigates  disciplinary  problems  and  makes  recommendations 
thereon;  directs  the  maintenance  of  personnel  and  payroll  records;  administers  and  ex- 
plains hospital,  departmental  and  civil  service  rules  to  employees;  directs  the  main- 
tenance of  employee  evaluation  program;  investigates  grievances  and  confers  with  em- 
ployee representatives  on  grievances,  contract  negotiations  and  disciplinary  matters, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year  college  or  university, 
with  a  baccalaureate  degree,  with  major  course  work  in  accounting,  public,  business  or 
hospital  administration. 

Requires  at  least  five  years  of  progressively  responsible  accounting,  office  and 
business  experience,  at  least  two  years  of  which  shall  have  been  in  a  responsible 
supervisory  or  office  management  capacity;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  working  knowledge  of  the  business, 
accounting,  purchasing,  budgeting,  personnel  and  other  nonmedical  aspects  of  institu- 
tional operations  and  maintenance  activities,; 

Requires  ability  and  skill  to  analyze  various  administrative  problems  and  exercise 
mature  judgment  in  effecting  their  solution,  including  matters  relating  to  assisting 
the  administrator  with  the  overall  coordination  of  the  activities  and  organization 
units  of  the  institution. 


AMENDED;   1/18/71 


' 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   ASSISTANT  ADMINISTRATOR,  LAGUNA  HONDA  HOSPITAL  CODE:   2158 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  in  the  overall  administration  and 
coordination  of  the  non-medical  functions  at  Laguna  Honda  Hospital;  consults  with  the 
Administrator  on  administrative,  operational  and  policy  matters;  recommends  changes  in 
administrative  policies;  represents  the  administrator  at  various  committee  meetings 
as  well  as  at  meetings  with  other  city  and  county  departments  and  outside  agencies; 
assists  the  administrator  in  the  review  of  the  annual  budget  requests  and  in  the 
coordination  of  a  budgetary  control  system;  prepares  periodic  operating  reports 
concerning  activities  and  departments;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  is  a  single  position  classification  responsible  for  assisting  in  the  overall  • 
administration  and  coordination  of  the  non-medical  functions  at  Laguna  Honda  Hospital. 
It  is  distinguished  from  classification  2171  Medical  Director,  Laguna  Honda  Hospital, 
a  position  requiringa  medical  doctor  to  administer  medical  activities  and  patient 
care.  It  also  differs  from  classification  2182  Administrator,  Laguna  Honda  Hospital, 
which  is  a  position  responsible  for  administering,  directing  and  coordinating  all 
medical  and  non -medical  activities  of  the  institution. 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  Administrator  in  the  organization  and  supervision  of  the  non- 
medical functions,  activities  and  personnel  in  the  assigned  institutional  departments; 
assumes  the  duties  and  responsibilities  of  the  Administrator  in  his  absence. 

2.  Directs,  by  delegating  through  subordinate  supervisory  personnel,  the  non- 
medical functions  at  Laguna  Honda  Hospital,  including  the  business  office,  house- 
keeping, food  services,  procurement  and  disbursement  of  supplies  and  equipment, 

and  the  maintenance  of  the  buildings  and  grounds. 

3.  Assists  in  developing  work  performance  standards;  interprets  established 
policies,  rules  and  regulations;  meets  with  department  heads  and  other  supervisors 
to  coordinate  their  activities. 

L.     Represents  the  Administrator  at  various  disciplinary  and  grievance 
proceedings  and  is  c]osoly  involved  with  personnel  activities  and  problems  in  the 
departments  under  his  authority. 

5.  Recommends  alterations  and  additions  to  buildings  and  facilities. 

(  .  Meets  and  confers  with  community  spokesmen,  including  health  advisory  groups, 
and  with  other  public  and  private  organizations,  agency  representatives  and  Department 
of  Public  Health  representatives  in  order  to  formulate  policies  and  programs  on  an 
initiating  basis  and/or  arrive  at  resolutions  of  problems  growing  out  of  administration 
of  existing  policies  and  programs. 

7.  Directs,  approves  and  recommends  formulation  of  standards  for  the  non-medical 
funct ions  of  the  hospital;  implements  and  evaluates  the  application  of  these  standards; 
directs  arid  assists  department  heads  in  preparing  objectives  and  goals,  in  carrying 

ou1  resul  cant  plans  through  programs  and  operations,  in  evaluating  performance  against 
plan,  and  effecting  needed  changes. 

8.  Evaluates  total  performance  of  departments  and  department  heads  and  reports 
on  and  recommends  to  the  administrator  changes  in  policies  and  programs,  availability 
and  use  of  assets,  including  equipment,  stores,  supplies  and  manpower,  and  control 

and  information  systems;  participates  in  development  and  execution  of  plans  and  programs 
necessary  !  o  meet  hospital  licensing  and  accreditation  standards  along  with  other 
legal  requirements. 


CLASS  TITLE:  ASSISTANT  ADMINISTRATOR,  LAGUNA  HONDA  HOSPITAL       CODE:  2158 

EXAMPLES  OF  DUTIES:   (continued) 

9.  May  originate  and  implement  plans,  programs  and  operations  concerning 
community  involvement  in  determining  preventive  and  primary  care  delivery  policies 
for  emergency  medical  services  including  participation  in  planning  and  carry  out 
training  programs. 

10.  Directs  development  and  implementation  of  coordinated  hospital  systems 

for  control  of  purchasing,  storage  and  distribution  of  equipment,  stores,  and  supplies 
including  costing,  specifications,  requisitioning,  inventory  and  record  control. 

11.  Directs  and  coordinates  development,  establishment  and  coordination  of 
policies,  procedures  and  necessary  systems  regarding  patient  financial  and  eligibility 
requirements. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year  college  or  university 
with  a  baccalaureate  degree,  with  major  course  work  in  public,  business,  personnel 
or  hospital  administration,  or  accounting. 

Requires  at  least  five  years  management  and  administrative  experience,  at  least 
three  years  of  which  shall  have  been  in  a  responsible  administrative  capacity  in  a 
large  public  or  private  hospital  or  other  similar  institution;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge.  Abilities  and  Skills:  Requires  comprehensive  knowledge  of  management 
principles  and  current  applications  to  hospitals;  familiarity  with  the  state  of 
medical  and  allied  arts;  knowledge  of  laws,  rules  and  regulations  affecting  health  and 
hospital  fields:  Skills  in  leadership  and  interpersonal  relationship;  ability  to 
speak  and  write  clearly  and  persuasively  in  both  formal  and  informal  settings. 

PROMOTIVE  LINES: 

To   :   Administrator,  Laguna  Honda  Hospital 

From:   Appropriate  hospital  administrative  or  management  classifications 
Original  Entrance  Examination 

AMENDED:  9/l/lk 


CLASS  TITLE:  ASSISTANT  ADMINISTRATOR/ NON-MEDICAL  CODE:   2160 

SAN  FRANCISCO  GENERAL  HOSPITAL  (continued) 

business,  personnel  or  hospital  administration,  or  accounting. 

Requires  at  least  ten  years  business  experience,  at  least  three 
years  of  which  shall  have  been  in  a  responsible  administrative  capacity 
in  a  large  public  or  private  hospital  or  other  similar  institution  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  working 
knowledge,  skill  and  creative  ability,  resourcefulness  and  discriminating 
judgment  in  the  analyses  and  solutions  of  many  complex  administrative 
problems  and  in  analyzing  and  coordinating  the  various  activities  of  a 
large  hospital-type  institution. 

PROMOTIVE  LINES: 

To:  Administrator,  San  Francisco  General  Hospital 
Administrator,  Laguna  Honda  Hospital 

From:  Business  Manager,  Juvenile  Court 

Original  entrance  Examination 

Public  Welfare  Assistant  Director  -  Administrative 


Amended  I/I0/6I4. 


SAW  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  ASSISTANT  ADMINISTRATOR,  NON-MEDICAL,  CODE:   2160 

SAN  FRANCISCO  GENERAL  HOSPITAL 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  in  the  overall  admin- 
istration and  coordination  of  institutional  functions  by  accepting  full 
responsibility  for  non-medical  activities;  consults  with  the  administrator 
on  administrative  and  operational  problems;  recommends  changes  in  adminis- 
trative policies;  assists  in  preparation  of  annual  budgets;  prepares  periodic 
operating  reports  concerning  activities  and  departments;  and  performs  related 
duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating  and  executing 
policies,  methods  and  procedures  within  the  assigned  departments;  achieving 
major  economies  and/or  preventing  major  losses  through  enforcement  of  the 
proper  and  efficient  handling  of  equipment,  materials  and  supplies  of  high 
value  and  large  quantity;  continuing  personal  contacts  with  subordinate  super- 
visory employees,  representatives  of  outside  organizations  and  groups;  impor- 
tant operational,  financial,  personnel  and  technical  records  and  reports,, 
Administrative  nature  of  position  involves  normal  physical  effort  and  manual 
dexterity  with  little  or  no  accident  or  health  hazards  and  only  occasional 
exposure  to  some  disagreeable  elements. 

EXAMPLES  UF  DUTIES: 

1.  Assists  the  adminis  rator  by  assuming  full  responsible  charpe  of 
the  organization  and  supervision  of  the  non-medical  functions,  activities 
and  personnel  in  the  assigned  institutional  departments. 

2.  Delegates,  through  subordinate  supervisory  personnel,  tne  operation 
of  the  business  office,  housekeeping,  food  preparation  and  service,  procure- 
ment and  disbursement  of  supplies,  equipment  and  buildinp  and  grounds  main- 
tenance. 

3.  Directs,  through  the  assigned  supervisory  personnel,  the  non-medical 
services  and  ambulatory  sections  which  do  not  bear  directly  on  treatment  and 
hospital  care  of  patients. 

k»     Assists  the  administrator  in  preparation  of  annual  budget  estimates 
including  personal  and  non-personal  services  and  the  subsequent  budgetary 
control  of  appropriations. 

5.  Supervises  personnel  administration  in  the  assigned  departments, 
including  the  recording  of  time  and  preparation  of  related  time  rolls  and 
personnel  records. 

6.  May  supervise  the  accounting  of  receipts  and  disbursements  of 
patients'  money  and  corresponding  el  for  maintenance  and  the  safe- 
keeping of  patients'  property  and  valuables. 

7.  Supervises  and  participates  in  the  prepari  tion  of  over-all  periodic 
reports  concerning  work  performance  and  related  records  and  statistics. 

IATI0NS : 

Training  and  ,',x|"  rience:  Requires  completion  of  a  four  ye,sr  college 
or  university,  with  a  b;.< "       te  degree,  with  major  course  work  in  public, 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   ASSOCIATE  ADMINISTRATOR,  MEDICAL  SERVICES,        CODE:  2171 
LAGUNA  HONDA  HOSPITAL 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction  of  the  Executive  Administrator  of 
Laguna  Honda  Hospital,  plans,  organizes  and  directs  the  professional  and 
administrative  activities  of  the  medical  staff;  develops,  implements  and 
monitors  policies,  procedures  and  systems  to  ensure  effective  delivery  of 
medical  services  and  compliance  with  local,  state  and  federal  laws,  rules  and 
regulations  pertaining  to  the  practice  of  medicine  at  Laguna  Honda  Hospital; 
represents  Laguna  Honda  Hospital  before  committees,  boards  and  governmental 
agencies  on  matters  relating  to  medical  issues;  and  performs  related  duties  as 
required.  l^CUMENTS  DEPT. 

DISTINGUISHING  FEATURES:  '  I    '<2&7 

This  single  position  class  reports  directly  to  the  Executive     ^«i  ir^foo®?.?, 
Administrator,  Laguna  Honda  Hospital  and  assumes  authority  for  the  professional 
and  administrative  activities  of  the  medical  staff.  It  is  distinguished  from 
class  2145  Hospital  Associate  Administrator  in  that  positions  in  the  latter 
class  are  responsible  for  administering  services  within  distinct  functional 
areas  of  a  health  care  facility,  whereas  the  scope  of  responsibility  of  the 
Associate  Administrator,  Medical  Services  spans  all  services  in  which 
physicians  function,  although  it  directs  only  the  activities  of  the  medical 
staff. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7). 

1.  Plans,  organizes  and  directs  the  professional  and  administrative 
activities  of  the  medical  staff;  ensures  effective  delivery  of  medical  services 
in  compliance  with  applicable  Federal,  State  and  local  laws  and  regulations, 
including  medical  staff  bylaws,  established  professional  standards,  the  Joint 
Commission  on  Accreditation  of  Hospitals,  and  Title  22  of  the  California 
Administrative  Code;  monitors  quality  assurance  and  utilization  review 
programs. 

2.  Selects,  supervises  and  evaluates  medical  staff  directly  and  through 
subordinate  personnel  as  assigned;  develops  and  enforces  standards  for  the 
selection,  appointment  and  retention  of  medical  staff,  including  maintaining  a 
formal  program  of  continued  medical  education. 

3.  Appoints  chairpersons  and  other  members  of  medical  staff  committees; 
chairs  the  medical  staff  executive  committee;  provides  guidance  in  setting  and 
achieving  goals  for  quality  care. 

4.  Advises  the  Executive  Administrator  on  matters  pertaining  to  the 
medical  staff;  reports  on  infractions  of  medical  staff  bylaws,  rules, 
regulations,  hospital  policies  and  established  professional  standards. 

5.  Maintains  effective  working  relationships  with  representatives  of 
Federal,  State  and  local  agencies,  including  professional  and  medical 
societies;  coordinates  medical  activities  with  other  hospital  services  such  as 
laboratories,  pharmacy  and  radiology;  represents  the  department  in  contacts 
with  representatives  of  governmental  and  community  agencies. 

6.  Assists  the  Executive  Administrator  in  developing,  implementing  and 
monitoring  the  annual  departmental  budget  for  personnel,  equipment  and 
supplies. 


CLASS  TITLE:  ASSOCIATE  ADMINISTRATOR,  CODE:  2171 

MEDICAL  SERVICES,  LAGUNA  HONDA  HOSPITAL 

DESIRABLE  QUALIFICATIONS: 

Knowledge.  Abilities  and  Skills:  Comprehensive  knowledge  of:  principles 
and  applications  of  medical  staff  management  and  current  medical  practices, 
patient  services  and  categorization  including  examination,  diagnosis  and 
treatment  of  diseases  and  patient  care;  hospital  administration,  finance  and 
management;  long-range  planning  techniques;  applicable  Federal,  State  and  local 
laws  and  regulations,  including  medical  staff  bylaws,  established  professional 
standards  and  provisions  of  the  Joint  Commission  on  Accreditation  of  Hospitals 
and  Title  22  of  the  California  Administrative  Code. 

Ability  to:  effectively  formulate  and  execute  policies  and  programs 
affecting  medical  staff  and  clinical  departments;  analyze  complex 
administrative  and  medical  care  delivery  problems;  manage  complex  hospital 
operations;  plan,  coordinate  and  direct  the  work  of  subordinates;  effectively 
communicate  verbally  and  in  writing;  and  interact  effectively  with  the  medical 
and  administrative  staff,  patients  and  family  members,  government  officials, 
community  representatives,  and  the  general  public. 

LICENSE:  Possession  of  a  valid  license  to  practice  medicine  issued  by 
the  State  Board  of  Medical  Examiners. 

Position  exempt  from  Civil  Service  examination  under  Section  3.696  of  the 
City  Charter. 

RETITLED  AND  AMENDED:  May  18,  1987 
#0058M 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 


CLASS  TITLE:  ASSISTANT  ADMINISTRATOR,  MEDICAL, 

SAN  FRANCISCO  GENERAL  HOSPITAL  CODE:   2172 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  in  the  co-ordination 
and  administration  of  all  hospital  activities  relating  to  the  admission, 
treatment,  and  disposition  of  patients;  and  performs  related  duties  as 
required . 

Requires  responsibility  for:   assisting  in  the  formulation  of  hospital 
policy  with  respect  to  important  operational,  personnel,  sanitary  and  admin- 
istrative procedures  and  for  the  execution  and  enforcement  of  such  procedures; 
continuing  personal  contact  with  institution  supervisory  personnel  and  with 
representatives  of  outside  organizations  and  medical  groups  including  the 
press,  American  Red  Cross,  Disaster  Council,  and  various  public  and  private 
agencies  having  dealings  with  the  general  hospital;  directing  the  preparation 
and  maintenance  of  important  reports  and  records  of  institution  activities 
relating  to  personnel,  budgeting,  nursing  care,  medical  morbidity  and 
mortality  including  related  statistical  reports  as  well  as  the  preparation 
of  medical  reports  and  related  correspondence  regarding  individual  patients. 

EXAMPLES  OF  DUTIES: 

1.  Provides  overall  assistance  to  hospital  administrator  in  the  co- 
ordination of  the  activities  of  the  hospital  staff;  co-ordinates  the 
activities  of  the  home  care  committee  in  selection  of  patients  for  care  in 
the  home;  investigates  complaints  regarding  the  quality  of  professional 
care  received  by  patients;  under  emergency  or  urgent  conditions,  provides 
authorization  for  surgical  or  other  medical  procedures  on  certain  patients 
who  are  unable  to  have  consent  forms  completed. 

2.  Assists  in  the  direction,  review  and  co-ordination  of  the  per- 
formance of  personnel;  enforces  regulations  regarding  the  proper  use  and 
efficient  handling  of  medical  equipment,  material  and  supplies  (including 
pharmaceuticals  and  drugs)  of  high  value. 

3.  Maintains  liaison  with  individuals,  groups,  and  representatives  of 
public  or  private  agencies  having  dealings  with  the  general  hospital;  represents 
the  administrator  of  the  hospital  at  professional  or  social  functions  as 
assigned;  serves  on  or  heads  various  committees  such  as  the  Committee  for 
Treatment  of  Mass  Casualties,  Hospital  Staff  Committee,  Medical  Form  Control 
Committee,  and  other  appropriate  bodies. 

U.  During  the  absence  of  the  dministrator,  is  responsible  for  the 
proper  operation  of  the  hospital;  supervises  and  participates  in  the 
preparation  of  medical  reports  and  related  correspondence  regarding 
individual  patients;  investigates  complaints  by  patients  or  relatives  of 
patients  regarding  the  quality  of  professional  and  nursing  care, 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience:  Requires  completion  of  medical  school  with 
an  M.D.  degree. 

Requires  at  least  ten  years  of  experience  in  professional  medical 
practice,  of  which  three  years  shall  have  been  as  a  medical  administrative 
officer  in  a  large  public  or  private  hospital;  or  an  equivalent  combination 
of  training  and  experience. 


CLASS  TITLE:  ASSISTANT  ADMINISTRATOR,  MEDICAL, 
SAM  FRANCISCO  GENERAL  HOSPITAL 
(Continued)  CODE:  2172 


Knowledge,  Abilities  and  Skills:  Requires  thorough  medical  and 
administrative  knowledge  in  analyzing  and  co-ordinating  the  medical  and 
nursing  activities  of  a  large  hospital -type  institution. 

Requires  creative  skill  and  ability,  resourcefulness  and  dis- 
criminating judgment  in  the  analysis  and  solution  of  medical  administrative 
problems. 

License:  Requires  possession  of  a  valid  license  to  practice  medicine, 
issued  by  the  State  Board  of  Medical  Examiners. 

PROMOTIVE  LINES: 

To:    Administrator,  San  Francisco  General  Hospital 
Administrator,  Laguna  Honda  Hospital 

From:   Original  Entrance  Examination 
ADOPTED >  11-19-61 


CLASS  TITLE:  ADMINISTRATOR,  HASSLER  HOSPITAL  CQDEi  2180 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  administers,  directs  and 
coordinates  all  activities  of  the  institution  in  order  to  carry  out  its 
objectives  as  to  the  professional  care  of  chronically  ill  tuberculosis 
patients 5  executes  complete  institutional  programs  within  the  established 
policies  and  general  directives;  coordinates  the  medical  and  non-medical 
activities;  recommends  and  directs  all  policies  and  procedures;  and 
performs  related  duties  as  required. 

Requires  major  responsibility  for:  originating,  coordinating,  and 
executing  policies,  methods  and  procedures  throughout  the  institution; 
all  forms  of  assets  through  efficient  and  economical  management,  budget- 
ary control,  procurement  of  equipment,  materials  and  supplies,  and 
effective  maintenance  of  services;  continual  personal  contacts  with 
administrative  assistants,  supervisory  personnel,  employees  and  repre- 
sentatives of  outside  organizations,  including  persons  of  substantially 
high  rank;  directing  the  preparation,  maintenance,  review  and  approval  of 
records  and  reports  affecting  all  technical  and  medical,  operational, 
maintenance  and  administrative  services.   Nature  of  duties  requires  some 
physical  sffort  and  manual  dexterity  including  standing  and  walking  when 
administering  to  patients  in  wards,  with  frequent  exposure  to  health 
hazards  and  very  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Administers,  directs  and  coordinates  all  medical  and  non-medical 
activities  of  the  institution,  including  the  custody,  care  and  treatment 
of  all  chronically  ill  tuberculosis  patients  as  well  as  the  administration 
of  the  related  nursing  program,  dietary,  housekeeping,  custodial,  plant 
operation,  and  building  and  ground  maintenance. 

2.  Coordinates  institutional  functions  with  various  city  depart- 
ments and  outside  agencies  and  civic  groups;  determines  broad  organizational 
pattern?  to  indicate  separate  functions,  activities  and  lines  of  authority; 
fixes  and  assigns  various  subordinate  supervisory  responsibility  to  assure 
maximum  patient  treatment  and  care. 

3.  Coordinates  and  integrates  various  activities  of  the  institu- 
tional tuberculosis  care  and  recuperation  program;  interprets  and  carries 
out  established  policies,  rules  and  regulations;  meets  and  confers  with 
supervisory  assistants  to  plan  and  formulate  detailed  programs. 

U.   Prepares  annual  budget  estimates  and  supporting  data  covering 
institution  operating  and  maintenance  needs;  subsequently  controls 
expenditures  with  relation  to  approved  appropriations. 

5.  Reviews  nurses'  reports  of  patients'  condition  and  any  unusual 
happenings  on  the  wards;  consults  with  physicians  about  chronically  ill 
patients;  attends  medical  conferences  to  review  patients'  histories, 
physical  examination,  laboratory  tests  and  X-rays;  makes  rounds  of  wards 
at  intervals. 

6.  Authorizes  and  approves  releases  of  news  articles  and  other 
public  information  regarding  the  institution,  its  functions  and  activities; 
prepares  regular  periodic  and  special  reports  concerning  financial  and 
operating  phases  of  the  institution  and  its  accomplishments. 


CLASS  TITLE}  ADMINISTRATOR,  HASSLER  HOSPITAL    (Continued)  CODE:  2180 

MINIMUM  QUALIFICATIONS;  f 

Training  and  Experience;  Requires  completion  of  medical  college 
with  an  M.D.  degree,  with  post  graduate  study  in  the  field  of  tuber- 
culosis as  a  specialty  supplemented  by  major  courses  in  public  health 
or  hospital  administration. 

Requires  at  least  five  years  of  specialized  tuberculosis  medical 
experience  of  which  at  least  two  years  shall  have  been  as  an  administrator 
in  a  public  or  private  hospital  or  sanitarium  of  not  less  than  100  bed 
capacity,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills;  Requires  exceptional  knowledge  of 
the  treatment  and  recuperative  care  of  chronically  ill  tubercular 
patients. 

Requires  demonstrated  ability  and  skill  in  medical  and  administrative 
management  problems  including  exercise  of  independent  analyses  and 
judgment  on  highly  specialized  problems. 

License;  Requires  possession  of  a  valid  license  to  practice  medicine 
issued  by  the  state  board  of  medical  examiners. 

PROMOTIVE  LINES: 

To:   Administrator,  San  Francisco  General  Hospital 

From:  Physician  Specialist 

Original  Entrance  Examination  J 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   ADMINISTRATOR,  LAGUNA  HONDA  HOSPITAL  CODE:   2182 

CHARACTERISTICS  OF  THE  CLASS: 

Under  administrative  direction,  exercises  primary  responsibility  for  the  efficient 
operation  of  a  skilled  nursing  facility  providing  treatment  to  the  aged  and  infirm; 
develops,  executes,  and  coordinates  intra  and  inter-departmental  policies,  methods,  and 
procedures;  coordinates  all  medical  and  non-medical  activities  as  applied  to  ambulatory 
and  hospitalized  patients;  represents  the  hospital  before  various  groups;  implements  and 
promotes  efficient  and  economical  administrative  techniques;  and  performs  related  duties 
as  required. 

DISTINGUISHING  FEATURES: 

This  single  position  class  has  line  responsibility  to  the  Director  of  Health  for 
the  efficient  operation  of  all  medical  and  non-medical  activities  at  Laguna  Honda  Hospital, 
a  skilled  nursing  facility  serving  the  entire  City  and  providing  treatment  for  the 
chronically  ill  who  require  intensive  rehabilitation  before  returning  to  the  community. 

EXAMPLES  OF  DUTIES: 

1.  Administers,  directs  and  coordinates  all  medical  and  non-medical  activities  of 
the  hospital  including  responsibility  for  the  custody,  care  and  treatment  of  all  ambulatory 
and  hospitalized  patients,  as  well  as  the  administration  of  the  nursing  program,  feeding, 
housekeeping,  custodial,  plant  operation  and  building  and  grounds  maintenance. 

2.  Coordinates  the  hospital's  functions  with  various  city  departments,  outside 
agencies  and  civic  groups. 

3.  Determines  broad  organizational  lines  to  indicate  separate  functions  and  activities 
and  lines  of  authority;  delegates  authority  and  assigns  responsibilities  to  subordinate 
supervisory  personnel. 

k.      Coordinates  and  integrates  all  functions  and  activities  of  the  hospital's  programs; 
develops  standards  and  methods  for  measurement  of  activities  and  work  performance;  inter- 
prets and  carries  out  established  policies,  rules  and  regulations;  meets  with  assistant 
administrators,  department  heads  and  other  supervisory  subordinates  to  coordinate  their 
activities  and  formulate  detailed  programs. 

5-   Makes  recommendations  concerning  alterations  or  additions  to  buildings  and 
facilities,  including  architectural  and  engineering  features. 

6.   Authorizes  and  approves  release  of  news  articles  and  other  public  information 
regarding  the  hospital,  its  functions  and  activities;  prepares  periodic  reports  concerning 
various  phases  of  the  hospital's  operations  and  financial  conditions. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college  or  university, 
with  a  baccalaureate  degree,  with  major  course  work  in  public,  business  or  hospital 
administration. 

Requires  at  least  five  years  of  experience  as  a  public  health  administrator  or  as  an 
administrator  of  a  large  hospital;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   ADMINISTRATOR,  LAGUNA  HONDA  HOSPITAL  CODE:   2182 

MINIMUM  QUALIFICATIONS:   (continued) 

Knowledge,  Abilities  and  Skills:  Requires  exercise  of  exceptional  administrative 
knowledge  to  organize  and  administer  the  medical  and  non-medical  activities  of  a  large 
public  hospital. 

Requires  initiative,  ingenuity,  independent  analysis  and  judgement  in  solving 
highly  specialized  administrative  and  management  problems. 

PROMOTIVE  LINES: 

TO:    No  normal  lines  of  promotion 

FROM:   Assistant  Administrator,  San  Francisco  General  Hospital  Medical  Center 
Assistant  Administrator,  Laguna  Honda  Hospital 
Original  entrance  examination 


AMENDED:   6-4-79 


« 


CLASS  TITLE:   ADMINISTRATOR,  SAN  FRANCISCO  GENERAL         CODE:   2181; 
HDSPITAL 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  administers,  directs  and 
coordinates  all  activities  of  the  hospital  in  order  to  carry  out  its 
objectives  in  the  treatment  and  care  of  patients;  executes  the  complete 
hospital  program,  within  the  established  policies  and  general  directives} 
coordinates  the  medical  and  non-medical  activities  through  assistant 
administrators j  and  performs  related  duties  as  required. 

Requires  major  responsibility  for  originating,  coordinating  and 
executing  interdepartmental  policies  and  methods  throughout  the  insti- 
tution: all  forms  of  assets  and  their  economical  and  efficient  manage- 
ment; budgetary  control,  procurement,  maintenance  and  services; 
continuing  personal  contact  with  administrative  assistants,  supervisory 
personnel,  employees  and  representatives  of  outside  organizations  and 
groups  including  persons  of  substantially  high  rank;  directing  the 
preparation,  maintenance,  review  and  approval  of  records  and  reports 
affecting  all  medical,  operational,  maintenance  and  administrative  units. 
Administrative  nature  of  duties  requires  normal  physical  effort,  with 
very  little  accident  or  health  hazards  or  exposure  to  disagreeable 
elements. 

EXAMPLES  OF  DUTIES: 

1.  Administers,  directs  and  coordinates  all  medical  and  non- 
medical activities  of  the  hospital;  reviews  and  evaluate^  existing 
policies,  procedures  and  methods;  directs  installation  of  approved 
methods  and  procedures  to  insure  achievement  of  hospital  program 
objectives. 

2.  Determines  broad  organizational  pattern  to  indicate  separate 
functions  and  activities  and  lines  of  authority;  fixes  areas  of 
responsibility. 

3.  Coordinates  and  integrates  all  functional  phases  and 
activities  of  the  hospital  program;  develops  standards  and  methods  for 
measurement  of  hospital  activities;  interprets  and  carries  out  established 
policies. 

h-     Meets  with  assistant  administrators,  department  heads  and 
others  to  coordinate  their  activities  and  formulate  detailed  programs 
including  both  the  medical  and  non-medical  activities. 

5>.  Makes  recommendations  concerning  alterations  or  additions  to 
facilities  and  buildings;  supervises  physical  operation  and  maintenance 
of  the  hospital  buildings  and  grounds;  supervises  and  authorizes  the 
purchase  of  equipment,  materials  and  supplies. 

6.  Develops  cooperative  relationships  with  other  hospitals, 
community  agencies  and  other  public  and  private  jurisdictions  in  order 
to  develop  good  understanding  of  the  hospital  program;  authorizes  and 
approves  release  of  news  articles  to  press  and  other  media  regarding 
the  hospital,  its  functions  and  activities. 

7.  Prepares  periodic  reports  concerning  various  phases  of 
hospital  operations  and  financial  condition. 


CLASS  TITLE:   ADMINISTRATOR,  SAN  FRANCISCO  GENERAL         CODE:   218U  1 

HOSPITAL  (continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  medical  college, 
with  an  M„D0  degree,  with  post-graduate  study  in  a  medical  specialty;  or 
completion  of  a  four  year  college  or  university  with  a  baccalaureate 
degree,  with  major  course  work  in  hospital  administration. 

Requires  ten  years  of  medical  experience  of  which  at  least  five 
years  shall  have  been  as  an  administrator  of  a  large  public  or  private 
hospital  of  not  less  than  300  bed  capacity;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  exercise  of  exceptional 
knowlege,  responsibility,  initiative,  ingenuity,  independent  analysis 
and  judgment  in  solving  highly  specialized,  medical,  administrative  and 
hospital  management  problems. 

License:   Requires  possession  of  a  valid  license  to  practice 
medicine,  issued  by  the  state  board  of  medical  examiners;  however,  this 
is  not  required  if  specialized  in  hospital  administration. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion  4 

From:   Assistant  Administrator,  Medical 

Assistant  Administrator,  Non-Medical 
Original  Entrance  Examination 
Administrator,  Laguna  Honda  Home 
Administrator,  Hassler  Health  Home 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(AMENDS  SPECIFICATION) 

CLASS  TITLE:  DENTAL  AIDE  CODE:   2202 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  assists  a  dentist  during  the  examination  and  treatment  of  dental 
patients  by  preparing  and  arranging  dental  instruments  and  equipment;  assists  in 
oral  surgical  procedures;  makes  entries  on  examination  and  treatment  records;  takes 
and  develops  dental  X-rays;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   Posting  and  maintaining  patient  records  of  dental 
examinations  and  treatments;  keeping  statistics  on  number  and  type  of  patients  re- 
quiring treatment.  Nature  of  work  requires  sustained  moderate  physical  effort  and 
manual  dexterity. 

EXAMPLES  OF  DUTIES: 

1.  Makes  appointments  for  patients;  keeps  records  of  patients  admitted,  results 
of  examinations,  dental  work  performed,  number  of  patients  seen. 

2.  Prepares  and  arranges  dental  instruments,  equipment  and  accessories  on  trays 
ready  for  use;  sterlizes  and  cares  for  dental  instruments;  keeps  a  sufficient  amount 
of  dental  supplies  available;  mixes  and  maintains  supplies  of  sterilizing  and  other 
solutions. 

3.  Assists  in  oral  surgical  procedures  by  washing  mouth  of  patient;  handing 
instruments  to  oral  surgeon;  assists  in  surgical  procedures,  such  as  wiring;  main- 
tains patient  comfort  during  oral  surgery. 

4-.  Takes  and  develops  dental  X-rays;  cleans  and  prepares  X-ray  machine;  mounts 
X-ray  film;  mixes  and  maintains  supplies  of  developing  and  fixing  solutions. 

5.  Types  communications,  monthly  and  annual  reports,  budget  requests  for  dental 
supplies  and  equipment;  keeps  office  and  equipment  in  neat,  clean,  and  sanitary  con- 
dition. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supplemented  by 
a  dental  assistant  course,  and  one  year  of  experience  as  a  Dental  Aide;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of:  The  principles 
and  methods  of  sterilizing  dental  equipment  and  supplies;  the  use  of  common  dental 
instruments,  equipment  and  materials;  dental  hygiene  and  prophylaxis;  dental  office 
procedure  and  record  keeping;  dental  X-ray  techniques;  the  names  of  teeth  and  sur- 
faces of  crown o 

Requires  skill  and  ability  to:  Take,  develop,  and  mount  dental  X-rays;  type 
and  keep  dental  records;  prepare  and  clean  dental  instruments,  equipment  and  acces- 
sories; deal  courteously  and  tactfully  with  patients  through  exercise  of  a  pleasant 
personality. 

PROMOTIVE  LINES: 

To   :  2204.  Dental  Hygienist 

From:  Entrance  examination 

AMENDED:   11/25/68 


CLASS  TITLE:  DENTAL  HYGIENIST  CODE:   2201; 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  examines  and  cleans  teeth  of  dental 
patients;  gives  talks  in  schools  on  the  proper  care  of  teeth;  maintains 
dental  and  related  statistical  records;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   carrying  out,  explaining  and  interpret- 
ing oral  hygiene  methods,  techniques  and  procedures  as  they  relate  to 
the  value  of  regular  dental  care  for  patients,  students,  parents  and 
school  personnel;  also  for  preventing  moderate  losses  through  the  proper 
handling  and  operation  of  dental  equipment,  supplies  and  facilities; 
making  regular  contacts  with  school  personnel,  parents  and  students  to 
furnish  information  and  explain  proper  procedures  in  the  maintenance  of 
a  dental  care  program;  preparing  and  maintaining  routine  dental  and 
related  statistical  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Gives  individual  and  group  instruction  to  teachers  and  students 
in  the  proper  care  of  teeth,  encouraging  the  use  of  corrective  treatment 
as  well  as  preventive  methods  such  as  proper  cleaning,  regular 
examinations  and  good  nutrition;  uses  moving  pictures,  pamphlets  and 
other  demonstration  material  as  part  of  instruction  programs. 

2.  Keeps  informed  of  developments  in  dental  health;  interprets 
new  developments  to  nurses,  teachers  and  school  administrators;  does 
research  work  and  assists  public  health  and  school  nurses  with  problems 
and  programs  in  dental  health. 

3.  Assists  in  selecting,  evaluating  and  distributing  dental  health 
educational  material;  prepares  pictures,  charts  and  exhibits  for 

dissemination  of  such  material;  may  assist  in  making  community  dental 
surveys  by  working  with  lay  and  professional  groups,  compiling  statistics 
and  making  reports  of  findings, 

h.     Examines  patient's  teeth  and  records  defects;  cleans  and 
polishes  teeth;  takes  and  develops  x-rays  of  patient's  teeth;  advises 
and  instructs  patients  in  correct  oral  hygiene. 

5.  Sterilizes  and  dries  instruments,  rubber  cup  and  other  equip- 
ment used;  mixes  cold  sterilizing  solutions,  cleans  and  fills  steril- 
izing trays  and  electric  sterilizer, 

6.  May  attend  meetings  of  community  organizations  to  explain  and 
interpret  dental  health  programs. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  completion  of  an  approved  course  in  dental  hygiene 
recognized  by  the  state  board  of  dental  examiners,  and  one  year  of 
experience  as  a  dental  hygienist  in  a  school  or  health  department 
dental  health  program;  or  an  equivalent  combination  of  training  and 
experience. 


CLASS  TITLE;  DENTAL  HYGIENIST  (continued)  CODE:  2201* 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of: 
the  modern  principles,  practices  and  techniques  of  dental  hygiene; 
dental  terminology  and  dental  science;  the  theories,  methods  and 
procedures  for  the  prevention  of  dental  diseases  and  the  required 
corrective  treatment;  methods  and  materials  used  in  a  dental  health 
educational  program. 

Requires  skill  and  ability  to:   give  group  and  individual  instruction 
in  dental  hygiene;  develop  materials  for  dental  health  education;  write 
and  speak  effectively;  establish  and  maintain  good  relations  with  lay  and 
professional  personnel  and  gain  their  cooperation  in  the  achievement  of 
dental  health  objectives;  deal  courteously,  effectively  and  tactfully 
with  dental  patients;  clean  and  examine  teeth  and  apply  knowledge  of 
dental  hygiene  in  instruction  of  dental  patients;  use  dental  equipment 
and  instruments  in  examining  and  cleaning  teeth. 

License:  Requires  possession  of  a  valid  license  as  a  dental 
hygienist  issued  by  the  state  board  of  dental  examiners. 

PROMOTIVE  LINES: 

To :  No  normal  line  of  promotion 

From:  Dental  Assistant 


CLASS  TITLE:   DENTIST  CODE:   2210 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  provides  professional  dental  services  to 
general  hospital  and  dental  clinic  patients;  instructs  patients  in 
correct  oral  hygiene  and  dental  care;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   carrying  out  modern  techniques  in  the 
care  and  treatment  of  dental  patients  through  the  application  of  a 
variety  of  dental  procedures  and  practices;  interpreting  dental  conditions 
and  making  recommendations  as  to  proper  treatment  and  care;  preventing 
considerable  losses  through  the  safeguarding  of  dental  machinery  and 
equipment,  materia; s  and  supplies  of  high  value;  preparing,  checking 
and  reviewing  important  technical  dental  records  and  charts. 

EXAMPLES  OF  DUTIES: 

1.  Performs  oral  examinations,  using  X-ray  and  other  special 
equipment  as  required;  makes  diagnoses  and  performs  restorations, 
extractions,  prophylactic  and  other  dental  work  as  indicated;  takes 
impressions  and  fits  and  adjusts  dentures. 

2.  Performs  dental  operations  and  treats  mouth  diseases;  refers 
cases  requiring  difficult  oral  surgery  and  medical  attention  to  proper 
department;  confers  with  physicians  regarding  medical-dental  problems. 

3.  Instructs  patients  in  oral  hygiene  and  dental  care;  instructs 
nurses,  interns,  and  dental  assistants  in  dental  procedures;  consults 
with  social  service  workers  regarding  patients'  status  and  problems. 

k.     Attends  staff  conferences;  keeps  clinical  and  other  records 
regarding  services  performed,  supplies  and  materials  used,  and  prepares 
related  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  the  curriculum 
of  an  approved  school  of  dentistry  and  possession  of  the  D.D.S.  degree. 

Requires  one  year  in  the  general  practice  of  dentistry;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of 
the  principles  and  practice  of  general  dentistry  and  dental  surgery  and 
of  hospital  and  clinic  routine. 

Requires  skill  and  ability  to:   apply  modern  methods  and  practices 
of  general  dentistry  and  dental  surgery;  instruct  patients  and  others 
in  oral  hygiene  and  dental  care;  deal  courteously  and  tactfully  with 
dental  patients;  operate  all  types  of  dental  equipment  and  machinery. 

License:  Requires  possession  of  a  valid  license  to  practice 
dentistry  issued  by  the  state  board  of  dental  examiners. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination. 


• 


SAN  FRANCISCO  CIVIL  SEg^flfJHflf^BfepT, 
CLASS  TITLE:     DIRECTOR,   DENTAL  DIVISION  CODE:     2212 

CHARACTERISTICS  OF  THE  CLASS:  SAN  FRANCISCO 

PUBLIC    i_iB^a«v 

Under  general  administrative  direction,  plans,  organizes,  directs  and 
evaluates  staff  in  the  operation  of  a  dental  health  division  in  the  Department 
of  Public  Health;  establishes,  implements  and  reviews  policies  and  procedures 
for  a  preventative  and  dental  treatment  program;  participates  in 
administrative  conferences  and  committees;  prepares  complex  records  and 
reports;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

The  two  positions  in  this  class  serve  as  directors  of  a  dental  division  in 
the  Department  of  Public  Health.  One  position  is  responsible  for  the  Dental 
Division  of  Public  Health  Programs,  and  one  for  the  Dental  Division  of 
Outpatient  and  Community  Services,  San  Francisco  General  Hospital  Medical 
Center.  These  positions  are  distinguished  from  the  lower  level  class  of  2210 
Dentist,  by  the  direction  of  the  activities  of  employees  in  the  latter  class 
and  responsibility  for  planning  and  policy  direction  for  the  dental  unit. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Directs,  implements  and  evaluates  dental  activities  provided  within  a 
major  division  of  the  Department  of  Health  which  may  include  either  Public 
Health  Program  services  provided  in  schools,  day  care  centers,  health  centers 
and  other  health  facilities;  or  the  Outpatient  Department  of  San  Francisco 
General  Hospital,  which  includes  oral  surgical  units,  general  practice 
residency  programs,  and  satellite  general  dentistry  clinics. 

2.  Selects,  trains  and  evaluates  professional  and  ancillary  dental  staff 
including  dentists,  dental  hygienists,  dental  assistants  and  clerical  staff; 
confers  with  dentists  regarding  dental  procedures  and  problems  and  recommends 
treatment  or  referrals  as  necessary. 

3.  Develops,  implements  and  evaluates  dental  division  policies, 
procedures  and  guidelines  to  ensure  cost  effective  delivery  of  services  and 
achieve  quality  patient  care  in  compliance  with  health  department  standards, 
and  federal,  state  and  local  legislation. 

4.  Develops,  implements  and  monitors  the  annual  division  budget  for 
personnel,  equipment  and  supplies;  monitors  staff  performance  and  determines 
appropriate  staffing  levels. 

5.  May  instruct  medical  and  dental  students  during  hospital  rotation  and 
advise  medical  and  nursing  staff  regarding  dental  procedures  and  problems. 

6.  May  perform  direct  clinical  patient  care  in  a  dental  office  or 
operating  room  including  review  of  dental  X-rays  to  determine  type  and  extent 
of  dental  care  required. 

7.  Prepares  complex  dental  and  statistical  records  and  reports  of 
division  activities. 

8.  Represents  the  dental  division  and  attends  inter-departmental 
meetings;  presents  dental  material  and  information  to  civil  groups  and 
professional  societies. 


CLASS  TITLE:  DIRECTOR.  DENTAL  DIVISION  CODE:  2212 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications  and  other 
particulars... applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Comprehensive  knowledge  of:  theory,  principles  and  practices  of 
dentistry,  especially  as  applicable  to  the  preventive  aspects  of  oral  hygiene 
techniques  and  procedures;  nutrition  as  applicable  to  public  health;  dental 
health  and  care  administration;  community  resources;  and  the  principles  and 
techniques  involved  in  health  education. 

Ability  to:  plan  and  direct  the  work  of  subordinate  staff;  effectively 
communicate  orally  and  in  writing;  formulate  and  revise  divisional  policies 
and  procedures;  and  establish  and  maintain  effective  working  relationships 
with  health  department  personnel,  representatives  of  federal,  state  and  local 
agencies  and  the  public. 

LICENSE:  Possession  of  a  valid  license  to  practice  dentistry  issued  by  the 
state  board  of  examiners. 


AMENDED:   8/3/87 
#2040m 


r 


SAN  FRANCISCO  CIVIL ^^^^►fSS§^_T. 
CLASS  TITLE:  MID-LEVEL  PRACTITIONER  CODE:  2215 

CHARACTERISTICS  OF  THE  CLASS:  saisi  t-KANCiSCO 

HUHLIC  UBRARV 

Under  supervision  of  a  physician  or  physician  specialist,  assesses  and 
manages  the  health  care  needs  of  patients  in  primary  case  and  specialized 
clinic  settings;  performs  and  interprets  physical  examinations  and  routine 
laboratory,  screening  and  therapeutic  procedures;  educates  and  counsels 
patients  regarding  matters  pertaining  to  their  physical  and  mental  health;  and 
performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Positions  in  this  class  provide  primary  and  specialized  care  in  general 
medical,  specialty  and  forensic  settings  in  collaboration  and  consultation 
with,  and  under  the  supervision  of  a  physician.  The  scope  of  treatment 
performed  is  defined  by  written  protocols  and  standards  established  by  the 
medical,  nursing  and  administrative  staff.  Physician's  Assistants  employed 
within  the  class  practice  under  the  provisions  of  the  Physician's  Assistant 
Practice  Act;  while  Nurse  Practitioners  practice  under  the  provisions  of  the 
Nurse  Practice  Act. 

Class  2215  Mid-Level  Practitioner  is  distinguished  from  classes  2220 
Physician  and  2230  Physician  Specialist  in  that  the  Mid-Level  Practitioner 
works  under  the  supervision  of  a  physician  who  accepts  total  responsibility 
for  the  health  care  of  the  patient.  The  Mid-Level  Practitioner  is 
distinguished  from  class  2328  Nurse  Practitioner  in  that  the  former  assumes 
responsibility  for  functions  which  overlap  the  practice  of  medicine  and  are 
performed  according  to  standardized  procedures  whereas  positions  allocated  to 
class  2328  Nurse  Practitioner  assume  responsibility  for  independent  nursing 
functions  which  do  not  require  an  order  from  a  physician  or  standardized 
procedures,  in  addition  to  interdependent  functions  performed  according  to 
standardized  procedures. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Assesses  and  manages  the  care  of  patients  in  a  general  medical  setting 
or  within  specialty  clinics  of  the  Department  of  Public  Health;  takes  medical 
histories;  performs  physical  examinations  utilizing  diagnostic  techniques; 
evaluates  physical  signs  and  symptoms;  recognizes  and  evaluates  patients  who 
require  the  immediate  attention  of  a  physician. 

2.  Performs  routine  laboratory  and  screening  procedures  such  as  drawing 
of  venous  blood,  taking  cultures,  performing  and  reading  skin  tests,  EKG 
tracings  and  pap  smears;  interprets  results  of  tests. 

3.  Performs  routine  therapeutic  procedures  such  as  injections, 
immunizations,  removal  of  sutures,  strapping,  casting  and  splinting  sprains, 
and  incision  and  drainage  of  superficial  skin  infections. 

4.  Educates  and  counsels  patients  regarding  matters  pertaining  to  their 
physical  and  mental  health,  such  as  diets,  social  habits,  family  planning, 
growth  and  development,  aging,  and  understanding  and  management  of  their 
disease;  facilitates  referrals  of  patients  to  appropriate  health  facilities, 
agencies  and  resources  of  the  community. 


CLASS  TITLE:  MID-LEVEL  PRACTITIONER  CODE:  2215 


EXAMPLES  OF  DUTIES:  (Cont.) 

5.  Administers  treatments  and  medications  prescribed  by  physicians. 

6.  Maintains  appropriate  patient  records  of  histories,  examinations  and 
treatments  administered;  presents  pertinent  data  to  the  physician. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and  other 
particulars...  Applicants  must  be  guided  solely  by  the  announcment  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge.  Abilities  and  Skills:  Comprehensive  knowledge  of:  the  laws 
and  regulations  governing  Physician  Assistants  or  Nurse  Practitioners,  disease 
conditions  and  procedures  involved  in  treatment  and  diagnosis  of  these 
conditions,  basic  pharmacology,  concepts  in  clinical  medicine  and  surgery, 
community  health,  mental  health  and  preventive  medicine,  routine  laboratory 
and  screening  techniques. 

Abilities  and  skills  to:  interview  patients  and  compile  complete  and 
accurate  medical  histories,  perform  routine  physical  examinations,  observe  and 
evaluate  patients'  emotional  conditions,  diagnose  medical  conditions  and 
identify  problems  that  require  Immediate  consultation  with  a  physician;  assess 
and  manage  the  care  of  patients,  provide  health  education  and  counseling  to 
patients,  maintain  good  working  relationships  with  other  members  of  the  health 
care  team  and  prepare  and  maintain  clear  and  concise  patient  case  records  and 
reports. 

Positions  located  in  specialty  areas  may  require  appropriate  knowledge  and 
skills  within  the  discipline. 

LICENSE/CERTIFICATE: 

EITHER:  Possession  of  a  valid  California  license  as  a  Registered  Nurse 
and  certification  as  a  Nurse  Practitioner  issued  by  the  California  Board  of 
Registered  Nursing. 

OR:  Possession  of  a  valid  Certificate  as  a  Physician  Assistant  issued  by 
the  California  Board  of  Medical  Quality  Assurance. 

ADOPTED:   9/21/87 
#2036m 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   PHYSICIAN  ASSISTANT  CODE:   2218 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision  of  a  physician  or  physician  specialist,  assesses  and 
manages  the  health  care  needs  of  patients  in  primary  care  and  specialized 
clinic  settings;  performs  and  interprets  physical  examinations  and  routine 
laboratory,  screening  and  therapeutic  procedures;  educates  and  counsels 
patients  regarding  matters  pertaining  to  their  physical  and  mental  health;  and 
performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Positions  in  this  class  provide  primary  and  specialized  care  in  general 
medical,  specialty  and  forensic  settings  in  collaboration  and  consultation 
with,  and  under  the  supervision  of  a  physician.  The  scope  of  treatment 
performed  is  set  forth  under  the  provisions  of  the  State  of  California 
Physician's  Assistant  Practice  Act. 

Class  2218  Physician  Assistant  is  distinguished  from  classes  2220 
Physician  and  2230  Physician  Specialist  in  that  the  Physician  Assistant  works 
under  the  supervision  of  a  physician  who  accepts  total  responsibility  for  the 
health  care  of  the  patient.  The  Physician  Assistant  is  distinguished  from 
class  2328  Nurse  Practitioner  in  that  the  former  assumes  responsibility  for 
functions  which  overlap  the  practice  of  medicine  and  are  performed  according 
to  standardized  procedures.  Positions  allocated  to  class  2328  Nurse 
Practioner  assume  responsibility  for  independent  nursing  functions  which  do 
not  require  an  order  from  a  physician  or  standardized  procedures,  in  addition 
to  primary  and  specialized  functions  performed  according  to  standardized 
procedures. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Assesses  and  manages  the  care  of  patients  in  a  general  medical 
setting  or  within  specialty  clinics  of  the  Department  of  Public  Health;  takes 
medical  histories;  performs  physical  examinations  utilizing  diagnostic 
techniques;  evaluates  physical  signs  and  symptoms;  recognizes  and  evaluates 
patients  who  require  the  immediate  attention  of  a  physician. 

2.  Performs  routine  laboratory  and  screening  procedures  such  as  drawing 
of  venous  blood,  taking  cultures,  performing  and  reading  skin  tests,  EKG 
tracings  and  pap  smears;  interprets  results  of  tests. 

3.  Performs  routine  therapeutic  procedures  such  as  injections, 
immunizations,  removal  of  sutures,  strapping,  casting  and  splinting  sprains, 
and  incision  and  drainage  of  superficial  skin  infections. 

4.  Educates  and  counsels  patients  regarding  matters  pertaining  to  their 
physical  and  mental  health,  such  as  diets,  social  habits,  family  planning, 
growth  and  development,  aging,  and  understanding  and  management  of  their 
disease;  facilitates  referrals  of  patients  to  appropriate  health  facilities, 
agencies  and  resources  of  the  community. 

5.  Administers  treatments  and  medications  prescribed  by  physicians. 

6.  Maintains  appropriate  patient  records  of  histories,  examinations  and 
treatments  administered;  presents  pertinent  data  to  the  physician. 


CLASS  TITLE:  PHYSICIAN  ASSISTANT  CODE:   2218 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qual if ications. . .and 
other  particulars. . .App I i cants  must  be  guided  solely  by  the  announcement  of 
the  examination  for  which  they  apply."  (CSC  Rule  9) 

Know I  edge ,  Ab  i I i  t  i  es  and  Sk  i 1 1 s :  Comprehensive  knowledge  of:  the  laws 
and  regulations  governing  Physician  Assistants,  disease  conditions  and 
procedures  involved  in  treatment  and  diagnosis  of  these  conditions,  basic 
pharmacology,  concepts  in  clinical  medicine  and  surgery,  community  health, 
mental  health  and  preventive  medicine,  routine  laboratory  and  screening 
techniques. 

Abilities  and  Skills  to:   Interview  patients  and  compile  complete  and 
accurate  medical  histories,  perform  routine  physical  examinations,  observe  and 
evaluate  patients'  emotional  conditions,  diagnose  medical  conditions  and 
identify  problems  that  require  immediate  consultation  with  a  physician;  assess 
and  manage  the  care  of  patients,  provide  health  education  and  counseling  to 
patients,  maintain  good  working  relationships  with  other  members  of  the  health 
care  team  and  prepare  and  maintain  clear  and  concise  patient  case  records  and 
reports. 

Positions  located  in  specialty  areas  may  require  appropriate  knowledge 
and  skills  within  the  discipline. 

LICENSE/CERTIFICATE: 

Possession  of  a  valid  Certification  as  a  Physician  Assistant  issued  by 
the  California  Board  of  Medical  Quality  Assurance. 

ADOPTED:  8/21/89 
#4091 c 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   PHYSICIAN  CODE:   2220 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  renders  medical  services  to  patients;  makes  physical 
examinations  and  diagnoses;  prescribes  and  administers  treatments;  may  require 
"on  call"  availability  to  unit  or  section  staff;  performs  related  duties  as 
required. 

Nature  of  duties  may  require  sustained  physical  effort  involving  manual 
skill  and  dexterity  with  frequent  exposure  to  health  and  accident  hazards  and 
occasional  exposure  to  disagreeable  elements  inherent  in  the  fields  of  medicine 
or  surgery. 

DISTINGUISHING  FEATURES: 

The  2220  Physician  is  distinguished  from  the  higher  level  2230  Physician 
Specialist  in  that  the  Physician  Specialist  has  completed  an  approved  residency 
program  in  a  recognized  medical  specialty  field.  The  2220  Physician  works 
under  general  clinical  direction  as  an  entry-level  physician  whereas  the  2230 
Physician  Specialist  functions  as  an  entry-level  specialist,  requiring  clinical 
direction  only  in  management  of  difficult  or  complex  cases. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Conducts  examinations,  makes  diagnoses,  and  treats  patients  at  home  or 
in  a  clinic,  hospital,  or  emergency  service  setting;  prescribes  and  administers 
treatments  for  a  variety  of  conditions,  including  minor  surgical  maladies 
requiring  suturing,  cleansing  and  application  of  dressing;  may  assign  specific 
duties  to  therapists  and  other  ancillary  personnel. 

2.  Makes  dally  rounds  of  hospital  wards;  takes  patient  histories; 
conducts  physical  examinations;  studies  and  reviews  radiological  and  laboratory 
data;  prescribes  treatments;  consults  with  other  staff  members  on  specific 
cases. 

3.  Assumes  responsibility  for  the  physical  and  mental  health  of  inmates  of 
City  and  County  jails;  confers  with  relatives  of  Inmates,  magistrates,  and  law 
enforcement  officers  regarding  the  health,  treatment  and  disposition  of 
inmates. 

QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  medical  school  and 
possession  of  an  M.D.  or  D.O.  degree. 

Knowledge.  Abilities  and  Skills:  General  medical  knowledge  as  it  applies 
to  a  wide  range  of  basic  medical  and/or  surgical  procedures. 

Skill  and  ability  to:  coordinate  activities  and  efforts  with  other 
medical,  nursing,  and  auxiliary  personnel  and  to  understand  and  accept  the 
needs  of  indigent  patients. 

License:  Possession  of  a  license  to  practice  medicine  Issued  by  the 
California  Medical  Board. 

CLASS  EXEMPT  FROM  CIVIL  SERVICE  EXAMINATION  UNDER  SECTION  8.300(a)  OF  THE 
CITY  CHARTER. 

AMENDED:   1-4-78:  2-4-91 
4206c 


CLASS  TITLE:   SENIOR  PHYSICIAN  CODE:   2222 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction  supervises  and  directs  a  number  of  physi- 
cians and  participates  in  rendering  medical  services;  makes  physical 
examinations  and  diagnoses;  prescribes  and  administers  treatments;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
enforcing  existing  policies,  methods  and  procedures  applicable  to  the 
duties  of  physicians;  achieving  considerable  economies  and/or  preventing 
losses  through  enforcement  of  the  proper  handling  of  medical  and  surgical 
equipment,  materials  and  supplies;  making  regular  contacts  with  other 
physicians,  professional  and  auxiliary  personnel,  employees  in  other 
departments,  and  representatives  of  outside  organizations;  gathering, 
reviewing  and  approving  medical  and  technical  records  and  reports. 
Duties  require  normal  physical  effort  involving  continuous  light  work  and 
manual  dexterity,  with  frequent  exposure  to  health  and  accident  hazards 
and  occasional  exposure  to  several  disagreeable  elements  inherent  in  the 
fields  of  medicine  or  surgery. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  a  number  of  physicians  in  making  calls  on  indigent 
patients  and  rendering  necessary  treatments;  refers  patients  to  the 
general  hospital  or  laguna  honda  home;  refers  patients  to  visiting  nurses 
for  home  care-  assigns  individual  physicians  to  various  work  schedules; 
reviews  and  evaluates  medical  reports  and  recommendations;  supervises 
and  recommends  the  use  of  various  medications. 

2.  Evaluates  medical  eligibility  for  the  aid  to  indigent  disabled; 
interprets  legal  provisions,  department  rules,  regulations  and  policies; 
consults  with  physicians  about  medical  care  programs;  consults  with 
state  medical  consultants  regarding  state  medical  programs;  attends 
county  medical  society  meetings  for  review  and  evaluation  of  physicians 
participating  in  medical  care  programs. 

3.  Recruits  and  instructs  physicians  for  work  in  the  medical  care 
program  including  replacement  during  illnesses,  vacations,  etc. 

h.     Maintains  liaiscnand  close  coordination  with  department  of 
public  health,  general  hospital,  laguna  honda  home,  and  hassler  health 
home,  as  well  as  the  various  private  and  public  out-patient  departments 
and  agencies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  medical  college, 
and  possession  of  an  m.  d.  degree. 

Requires  at  least  five  years  of  experience  in  the  professional 
practice  of  medicine;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  intensive  knowledge  in  the 
field  of  general  medicine  and  surgery  involving  a  wide  range  of  medical 
methods  and  procedures. 


CLASS  TITLE:   SENIOR  PHYSICIAN  (Continued)  CODE;   2222 

Requires  demonstrated  ability  to  supervise  a  number  of  professional 
subordinates  in  carrying  out  a  general  medical  program. 

Licenses  Possession  of  a  license  to  practice  medicine  issued  by 
the  California  board  of  medical  examiners. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion;  class  exempt  from  examination. 


bAN  1-KANLlbLU  CIVIL  btKVILt  UJMMibblUN 

CLASS  TITLE:   PHYSICIAN  SPECIALIST  CODE:   2230 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  the  duties  of  a  specialist  in  a  recognized 
medical  field  requiring  advanced  and  specialized  education,  training  and 
experience;  may  require  24-hour  "on-call"  availability  to  unit  or  section 
staff;  performs  related  duties  as  required. 

Nature  of  duties  may  require  sustained  physicial  effort  involving  manual 
skill  and  dexterity,  with  exposure  to  some  accident  and  health  hazards  and 
disagreeable  elements  Inherent  in  the  specialized  field. 

DISTINGUISHING  FEATURES: 

The  2230  Physician  Specialist  is  distinguished  from  the  higher  level  2232 
Senior  Physician  Specialist  1n  that  the  Physician  Specialist  is  an  entry-level 
specialist  who  may  require  general  direction  from  more  experienced  specialists 
in  the  specialty  field.  The  2230  Physician  Specialist  is  distinguished  from 
the  2220  Physician  in  that  the  Physician  Specialist  has  completed  an  approved 
residency  program  and  is  qualified  to  practice  in  a  recognized  medical 
specialty,  requiring  clinical  supervision  only  in  management  of  difficult  or 
complex  cases. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7). 

1.  As  a  family  physician,  internist  or  medical  subspedal  ist,  evaluates 
patient  signs  and  symptoms,  reviews  laboratory  and  radiological  data,  diagnoses 
complex  cases,  and  institutes  treatments  as  appropriate.  May  serve  as  a 
consultant  to  other  physicians,  including  specialists  1n  other  fields. 

2.  As  a  surgical  specialist  or  subspedal  1st,  evaluates  patient  signs  and 
symptoms,  reviews  laboratory  and  radiological  data,  recommends,  performs,  and 
consults  on  specialized  surgical  procedures  within  his  or  her  specialty  field. 

3.  As  a  specialist  in  psychiatry,  evaluates,  plans  and  Implements 
treatments  for  patients  with  a  variety  of  psychiatric  disorders. 

4.  As  a  pediatrician,  examines,  diagnoses,  and  treats  pediatric  patients; 
refers  to  other  physicians,  clinics,  and  agencies  when  so  Indicated. 

5.  As  an  obstetrician/gynecologist,  provides  obstetrical  and  gynecological 
care  including  screening,  diagnosis,  treatment,  prenatal  and  obstetrical  care. 

6.  As  a  specialist  in  occupational  health,  conducts  pre-employment 
physical  examinations  of  candidates  for  city  service;  when  designated  by  the 
Civil  Service  Commission,  assesses  medical  or  physical  competence  of  staff  to 
perform  assigned  duties;  participates  in  the  identification  and  assessment  of 
occupational  hazards  and  injuries;  develops  and  implements  preventive  and 
educational  strategies. 

QUALIFICATIONS: 

Training  and  Experience:  Graduation  from  an  approved  medical  school, 
possession  of  an  M.D.  or  D.O.  degree,  and  completion  of  a  recognized  residency 
program  in  the  respective  specialty  field. 

Knowledge.  Abilities  and  Skills:  Specialized  professional  knowledge  of  a 
recognized  medical  specialty. 


CLASS  TITLE:  PHYSICIAN  SPECIALIST  CODE:  2230 

QUALIFICATIONS:  (continued) 

Skill  and  ability  to:  make  expert  diagnoses,  interpretations  and 
recommendations  on  a  consultative  level. 

License:  Possession  of  a  license  to  practice  medicine  issued  by  the 
California  Medical  Board  and  Board  Eligibility  in  the  respective  specialty 
consistent  with  the  above  requirements. 

CLASS  EXEMPT  FROM  CIVIL  SERVICE  EXAMINATION  UNDER  SECTION  8.300(a)  OF  THE 
CITY  CHARTER. 

AMENDED:   1-4-78;  2-4-91 

#4208c 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   SENIOR  PHYSICIAN  SPECIALIST  CODE:   2232 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  difficult  professional  medical  work  in  a 
recognized  medical  specialty  field,  requiring  advanced  and  specialized 
education,  training  and  experience;  may  supervise  a  section  or  unit  of  a 
larger  medical  facility  or  program;  may  supervise  other  physicians  and  other 
professional  personnel;  may  require  24-hour  "on-call"  availability  to  unit  or 
section  staff;  performs  related  duties  as  required. 

Nature  of  duties  may  require  sustained  physical  effort  involving  manual 
skill  and  dexterity,  with  exposure  to  some  accident  and  health  hazards  and 
disagreeable  elements  inherent  In  the  specialized  field. 

DISTINGUISHING  FEATURES: 

The  2232  Senior  Physician  Specialist  is  distinguished  from  the  higher  level 
2233  Supervising  Physician  Specialist  in  that  the  Supervising  Physician 
Specialist  assumes  executive  and/or  administrative  responsibilities  within 
health  programs  of  the  department,  whereas  the  Senior  Physician  Specialist 
functions  as  a  highly  specialized  physician  within  the  field  of  specialty. 

The  2232  Senior  Physician  Specialist  is  distinguished  from  the  lower  level 
2230  Physician  Specialist  in  that  the  Senior  Physician  Specialist  may  supervise 
the  activities  of  Physician  Specialists  within  the  field  of  specialty  and 
performs  more  difficult  medical  work.  The  2232  Senior  Physician  Specialist  may 
also  assume  a  coordinating  or  leadership  role  with  respect  to  his  or  her 
department  of  service  and  the  specialty  area. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not  be 
considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7). 

1.  As  an  experienced  specialist  and  active  consultant  in  a  recognized 
medical  specialty  field,  may  serve  as  representative  of  the  specialty  program 
or  service;  as  a  senior  specialist,  may  assist  1n  the  development  and 
implementation  of  policies,  methods,  and  procedures  within  the  specialty  area; 
may  coordinate  the  activities  of  an  interdisciplinary  team,  may  proctor  and/or 
supervise  the  activities  of  physician  specialists,  nurses,  and  ancillary 
personnel;  may  play  a  leadership  role  1n  committees,  may  develop  and  Implement 
Quality  Assurance  activities  In  the  specialty  specialty  area,  may  prepare  or 
review  detailed  and  complex  medical  and  technical  records  and  reports,  and  may 
serve  as  liaison  between  the  specialty  program  and  other  department  programs  or 
outside  agencies. 

2.  As  a  senior  family  physician,  internist  or  medical  subspecial i st, 
evaluates  patient  signs  and  symptoms,  reviews  laboratory  and  radiological  data, 
diagnoses  complex  cases,  and  institutes  treatments  as  appropriate;  serves  as  a 
consultant  to  physician  specialists  on  difficult  and  complex  cases. 

3.  As  a  senior  surgical  specialist  or  subspecial ist,  evaluates  patient 
signs  and  symptoms,  reviews  laboratory  and  radiological  data,  recommends, 
performs,  supervises  and  consults  with  other  physicians  and  surgeons  on 
specialized,  difficult  or  complex  surgical  procedures  related  to  his  or  her 
special ity  field. 


CLASS  TITLE:   SENIOR  PHYSICIAN  SPECIALIST  CODE:   2232 

EXAMPLES  OF  DUTIES:   (continued) 

4.  As  a  senior  specialist  in  psychiatry,  evaluates,  plans  and  implements 
treatments,  and  supervises  other  psychiatrists  or  psychiatry  trainees  in 
evaluation,  planning,  and  treatment  of  patients  with  a  variety  of  psychiatric 
disorders;  actively  consults  with  other  psychiatrists  and  physician 
specialists;  provides  expert  advice  on  diagnosis  and  treatment  of  particularly 
difficult  or  complex  cases. 

5.  As  a  senior  specialist  in  forensic  pathology,  performs  medicolegal 
autopsies  at  the  Medical  Examiner's  office;  consults  with  the  district 
attorney,  public  defender,  police,  and  others  on  medicolegal  matters;  examines 
victims  or  suspects  for  medicolegal  purposes;  testifies  in  court  and  judicial 
hearings  on  medicolegal  issues. 

6.  As  a  senior  pediatrician,  examines,  diagnoses,  and  treats  pediatric 
patients;  supervises  and  consults  with  other  pediatricians,  clinics  and 
agencies  on  difficult  and  complex  cases. 

7.  As  a  senior  obstetrician/gynecologist,  examines,  diagnoses  and  treats 
women  who  are  pregnant,  who  require  screening,  or  who  have  gynecologic 
complaints;  consults  with  other  obstetrician/gynecologist  on  difficult  and 
complex  cases. 

8.  As  a  senior  specialist  in  occupational  health,  conducts  pre-employment 
physical  examinations  of  candidates  for  city  service;  when  designated  by  the 
Civil  Service  Commission,  assesses  medical  or  physical  competence  of  staff  to 
perform  assigned  duties;  participates  In  the  Identification  and  assessment  of 
occupational  hazards  and  injuries;  develops  and  Implements  prevention  and 
education  strategies;  consults  with  other  occupational  health  specialists, 
including  physicians  and  other  practitioners  on  difficult  and  complex  cases  or 
health  issues. 

QUALIFICATIONS: 

Training  and  Experience:  Graduation  from  an  approved  medical  school, 
possession  of  an  M.D.  or  D.O.  degree,  and  completion  of  a  recognized  residency 
program.   If  Board  Certified,  requires  2  years  post-residency  experience 
practicing  as  a  specialist  In  the  respective  specialty  area;  If  Board  Eligible, 
requires  4  years  post-residency  experience  practicing  as  a  specialist  1n  the 
respective  specialty  area. 

Knowledge.  Abilities  and  Skills:  Highly  specialized  professional  knowledge 
of  a  recognized  specialty  in  the  field  of  medicine. 

Ability  to:  make  expert  diagnoses.  Interpretations  and  recommendations  on 
a  consultlve  basis;  effectively  communicate  verbally  and  In  writing;  Interact 
effectively  with  the  medical  and  administrative  staff,  patients  and  family 
members,  government  officials,  community  representatives  and  the  general 
publ 1c. 

License;  Possession  of  a  license  to  practice  medicine  Issued  b)  the 

California  Medical  Board  and  possession  of  a  Board  Certificate  or  Board 
Eligibility  In  the  respective  specialty. 

CLASS  EXEMPT  FROM  CIVIL  SERVICE  EXAMINATION  UNDER  SECTION  8.300(a)  OF  THE 
CITY  CHARTER. 

AMENDED:   1-4-78;  4-18-88;  2-4-91 

#4210c 


CLASS  TITLE:   SUPERVISING  PHYSICIAN  SPECIALIST  CODE:   2233 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  plans,  organizes,  directs  and  is 
responsible  for  the  operation  of  a  specialty  clinic,  center  program,  or  other 
patient  care  site;  may  personally  diagnose  difficult  cases  and  prescribe 
medical  care;  may  require  24-hour  "on-call"  availability  to  unit  or  section 
staff;  performs  related  duties  as  required. 

Nature  of  duties  may  require  sustained  physical  effort  involving  manual 
skill  and  dexterity,  with  exposure  to  some  accident  and  health  hazards  and 
disagreeable  elements  Inherent  1n  the  specialized  field. 

DISTINGUISHING  FEATURES: 

The  2233  Supervising  Physician  Specialist  Is  distinguished  from  the  lower 
level  2232  Senior  Physician  Sped al st  1n  that  the  Supervising  Physician 
Specialist  assumes  major  responsibility  for  a  service,  program,  or  clinical 
unit,  Including  the  development  and  execution  of  policies  for  the  particular 
unit  or  program,  supervision  and  coordination  of  professional  staff  development 
and  in-service  training  programs,  achievement  of  economies  by  enforcing 
regulations  concerning  the  proper  use  and  handling  of  specialized  equipment, 
materials  and  supplies,  maintenance  of  contacts  with  specialists  and  department 
heads  in  other  fields  to  obtain  their  expert  advice  in  difficult  medical  and 
related  matters,  and  preparation,  review,  and  approval  of  medical  and  technical 
diagnosis,  decisions,  records  and  reports. 

The  2233  Supervising  Physician  Specialist  Is  distinguished  from  the  higher 
level  Medical  Director  in  that  positions  in  the  Medical  Director  class  report 
directly  to  the  Director  of  Health  or  Deputy  Director  of  Health  and  assume 
ultimate  authority  for  the  clinical  activities  of  the  medical  and  support  staff 
within  a  major  bureau  or  division  within  the  department,  whereas  the 
Supervising  Physician  Specialist  typically  functions  under  the  direction  of  a 
medical  director  and  manages  the  medical  activities  performed  within  a  discrete 
program  or  unit. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7). 

1.  Directs  and  has  overall  responsibility  for  the  functioning  of  a 
specialty  clinic,  center,  program,  or  other  patient  care  site,  including  the 
assignment  and  supervision  of  physician  specialists,  other  health 
professionals,  and  other  staff  members. 

2.  Plans  and  directs  medical  staff  development  and  in-service  training 
activities  at  the  facility,  division,  or  program;  conducts  staff  meetings  and 
conferences. 

3.  Conducts  meetings  with  agency  heads  and  representatives;  consults  with 
other  agencies  on  problems  and  programs  pertaining  to  the  specialty;  evaluates 
community  needs  for  specialized  services  and  plans  accordingly. 

4.  Provides  medical  treatment  in  particularly  difficult  and  complicated 
cases;  evaluates  facility,  division,  or  program  operations  and  efficiency. 

5.  May  develop  and  manage  a  budget  for  a  clinic  or  program. 


CLASS  TITLE:   SUPERVISING  PHYSICIAN  SPECIALIST  CODE:   2233 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qual ifications. . .and  other 
particulars. . .Appl icants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9). 

Training  and  Experience:  Graduation  from  an  approved  medical  school  and 
possession  of  an  M.D.  degree  or  D.O.  degree  and  completion  of  a  recognized 
residency  program.  If  Board  Certified,  requires  at  least  five  years  of 
professional  experience  in  a  recognized  medical  specialty  appropriate  to  the 
assigned  facility  or  division,  including  two  years  of  supervisory  experience 
with  administrative  experience  preferred;  if  Board  Eligible,  requires  at  least 
seven  years  of  professional  experience  in  a  recognized  medical  specialty 
appropriate  to  the  assigned  facility  or  division,  including  two  years  of 
supervisory  experience  with  administrative  experience  preferred;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge.  Abilities  and  Skills:  Highly  specialized  professional  knowledge 
of  the  modern  practices  and  procedures  in  the  field  of  the  appropriate  medical 
specialty;  knowledge  of  supervisory,  administrative,  and  budgetary  principles 
and  practices. 

Exceptional  skill  and  ability  to:  make  expert  diagnoses,  interpretations 
and  recommendations  on  a  consultative  basis  and  to  organize,  direct  and 
coordinate  the  activities  of  personnel  engaged  in  clinical  treatment  and 
services. 

License:  Possession  of  a  license  to  practice  medicine  Issued  by  the 
California  Medical  Board  and  Board  Eligibility  or  Certification  in  the 
appropriate  medical  specialty  area. 

AMENDED:   4-10-72 

(Consolidates  class  2854  Chief,  Division  of  Venereal  Disease 

Control,  and,  2858  Chief,  Division  of  Tuberculosis  Control) 

(Both  classifications  to  be  abolished) 

1-4-78 

2-4-91 


#4212c 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   DISTRICT  HEALTH  OFFICER  CODE:   223U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  organizes  and  directs  a  comprehensive 
program  of  public  health  services  at  a  district  health  center;  assigns 
and  reviews  the  work  of  subordinate  personnel  engaged  in  providing  medical, 
nursing,  social  service,  inspectional,  or  related  public  health  services; 
and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  participating  in  developing, 
approving  and  executing  policies  and  procedures  relative  to  the  center's 
operation  and  related  medical  and  nursing  services;  making  regular 
important  contacts  with  parents,  teachers  and  various  civic,  medical 
and  health  groups  in  connection  with  explaining  and  providing  infor- 
mation on  the  public  health  program;  preparing,  reviewing  and  approving 
medical  records  and  technical,  diagnostic  and  related  reports. 

EXAMPLES  OF  DUTIES: 

1.  Administers  all  public  health  services  at  an  assigned  district 
health  center,  including  medical  examinations  and  public  health  nursing 
programs  for  pre-school  and  school-age  children,  pre-natal  care;  disease 
control  or  prevention  activities,  social  services,  psychiatric  aid  or 
referral,  sanitary  inspection,  laboratory,  and  other  activities;  co- 
ordinates the  public  health  activities  of  the  health  center  with  those 
of  other  agencies  and  integrates  them  with  city-wide  public  health 
programs . 

2.  Through  subordinate  supervisory  personnel,  directs  and  reviews 
the  activities  of  all  health  center  personnel:  analyzes  the  district 
public  health  program  with  respect  to  the  needs  of  the  community  served; 
evaluates  the  program  and  recommends  on  modifications;  administers  a 
program  of  staff  development  for  health  center  personnel  of  various 
disciplines  in  conjunction  with  staff  development  activities  of  the 
central  office. 

3.  Conducts  a  program  of  public  relations  and  public  health  education, 
utilizing  neighborhood  news  media  and  other  channels  of  communication; 
appears  before  and  addresses  neighborhood,  civic,  parent-teachers,  or 
other  groups  on  a  variety  of  public  health  problems;  organizes  and 
participates  in  various  meetings  and  conferences  relative  to  district 
medical  or  public  health  problems;  consults  private  physicians  relative 

to  problems  of  patients  served  by  the  district  health  center. 

U.  Consults  with  staff  members  of  various  disciplines  with  regard 
to  special  problems  or  matters  of  unusual  difficulty  or  complexity; 
makes  referrals  to  private  physicians,  outside  agencies,  or  other  health 
department  facilities  as  appropriate. 

MINIMUM  .QUALIFICATIONS: 

Training  and  Experience:  Requires  graduation  from  an  approved 
medical  school  and  possession  of  a  Doctor  of  Medicine  degree,  supplemented 
by  completion  of  a  recognized  internship. 

Requires  at  least  four  years  of  full-time  public  health  medical 
experience,  two  years  of  which  must  have  involved  administrative 
responsibility. 


CLASS   TITLE:      DISTRICT  HEALTH  OFFICER 

(Continued)  CODE:     223U 


A  Master  of  Public  Health  Degree  may  be  substituted  for  two 
of  the  four  years  of  the  required  full-time  medical  experience   in 
Public  Health;    or  three  years   of  training  or  experience  in  Pediatrics 
or  Internal  Medicine  may  be   substituted  for  two  of  the  four  years 
of  the  required  full-time  medical  experience  in  Public  Health.      There 
shall  be  no  substitution  for  the  two  years  involving  administrative 
responsibility. 

Knowledge,   Abilities  and  Skills:     Requires  a  thorough  knowledge 
of:      the  principles,   techniques,   and  practices   of  public  health 
administration,   including  accepted  medical  practices  in  disease 
control  and  related  activities;   a  broad  knowledge   of  Federal, 
State  and  local  legislation  pursuant  to   public  health  activities; 
a  general  knowledge   of  non-medical  activities  related  to   public 
health,   such  as   sanitation,    health  education,   statistics,    or 
other  activities. 

Requires  the   ability  to  direct  and  co-ordinate  the    activities 
of  a  large  group  of  personnel  performing  diverse  but  related 
functions;   the  ability  to  implement  a  district-wide  comprehensive 
public  health  program;   to  represent  the  Department  of  Public  Health 
effectively  before  community  organizations   and  private  citizens, 
and  others;  ability  to  prepare  clear  and  concise  reports. 

AMENDED :      5/26/66 


•  I 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   MEDICAL  DIRECTOR,  DEPARTMENT  OF  HEALTH  CODE:   2235 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction  of  the  Director  of  Health  or  a 
Deputy  Director  of  Health,  plans,  organizes  and  directs  the  clinical 
activities  of  medical  and  support  staff  within  a  major  bureau  or  division  of 
the  department;  participates  In  the  planning,  development  and  Implementation 
of  departmental  goals  and  strategies  for  care;  develops,  Implements  and 
monitors  policies,  procedures,  systems  and  standards  for  city-operated  and 
contracted  medical  and  psychiatric  services  to  ensure  effective  delivery  of 
medical  services  and  compliance  with  local,  state  and  federal  laws,  rules  and 
regulations  pertaining  to  the  practice  of  medicine  within  the  county  setting; 
represents  the  Department  of  Health  before  boards,  committees,  universities 
and  governmental  agencies  on  medical  issues;  and  performs  other  duties  as 
assigned;  may  be  designated  by  the  Director  of  Health  as  County  Health  Officer 
as  required  by  California  Code,  when  the  Director  of  Health  1s  not  a  licensed 
physician. 

DISTINGUISHING  FEATURES: 

Positions  In  this  class  report  directly  to  the  Director  of  Health  or  a 
Deputy  Director  of  Health  and  assume  authority  for  the  clinical  activities  of 
the  medical  and  support  staff  within  a  major  bureau  or  division  of  the 
Department  of  Health.  The  2235  Medical  Director  is  distinguished  from  class 
2233  Supervising  Physician  Specialist  in  that  the  latter  class  is  responsible 
for  duties  more  limited  in  scope  such  as  planning,  organizing  and  directing 
the  operation  of  a  spelcallty  clinic,  center  or  patient  care  unit. 

EXAMPLES  OF  DUTIES: 

"The  class  speclficaton  shall  be  descriptive  of  the  class  and  shall  not  be 
considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Plans,  organizes,  and  directs  the  clinical  activities  of  the  medical 
and  support  staff  in  the  AIDS  Office,  Mental  Health  Programs,  Community  Public 
Health  Programs,  or  Emergency  Medical  Services  Agency  within  the  Department  of 
Health;  ensures  effective  delivery  of  medical  services  in  compliance  with 
applicable  Federal,  State  and  local  laws  and  regulations;  monitors  quality 
assurance  and  utilization  review  programs. 

2.  Selects,  supervises  and  evaluates  medical  staff  and  support  staff 
directly  and  through  subordinate  personnel  as  assigned;  develops  and  enforces 
standards  for  the  selection,  appointment  and  retention  of  medical  staff, 
Including  a  formal  program  of  continued  medical  education. 

3.  Advises  the  Director  of  Health  and  the  Deputy  Director  of  Health  on 
matters  pertaining  to  the  medical  staff  and  medical  issues  within  the 
Department  of  Health  and  the  City  and  County  of  San  Francisco. 

4.  Maintains  effective  working  relationships  with  representatives  of 
federal,  state  and  local  agencies,  including  professional  and  medical 
societies;  represents  the  department  through  contacts  with  representatives  of 
governmental  and  community  agencies. 

5.  Assists  the  Director  of  Health  or  a  Deputy  Director  of  Health  in 
developing,  implementing  and  monitoring  the  division  budget  for  medical 
personnel,  equipment  and  supplies.  DOr 
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CLASS  TITLE:  MEDICAL  DIRECTOR,  DEPARTMENT  OF  HEALTH  CODE:   2235 

QUALIFICATIONS:   (continued) 

6.  May  be  designated  county  health  officer  when  the  Director  of  Health  is 
not  a  licensed  physician,  and  performs  the  duties  of  the  County  Health  Officer 
as  required  by  California  Code.  When  assigned  as  County  Health  Officer, 
enforces  orders,  regulations,  rules  and  statutes,  and  takes  preventive 
measures  during  an  emergency,  pursuant  to  California  Code. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and  other 
particulars. . .Applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledges.  Abilities  and  Skills:  Comprehensive  knowledge  of:  Principles 
and  applications  of  medical  staff  management  and  current  medical  practices, 
patient  services  and  categorization  including  examination,  diagnosis  and 
treatment  of  diseases  and  patient  care;  utilization,  quality  assurance  and 
program  review  practices;  respective  medical  specialty,  health  education,  and 
community  relations;  administration,  finance  and  management;  long-range 
planning  techniques;  applicable  federal,  state  and  local  laws  and  regulations, 
Including  medical  staff  bylaws  and  established  professional  standards. 

Ability  to:   Effectively  formulate  and  execute  policies  and  programs 
affecting  medical  staff  and  clinical  departments;  analyze  complex 
administrative  and  medical  care  delivery  problems;  plan,  coordinate  and  direct 
the  work  of  subordinates;  effectively  with  the  medical  and  administrative 
staff,  patients  and  family  members,  government  officials,  community 
representatives,  and  general  public. 

License:  Possession  of  a  valid  license  to  practice  medicine  issued  by  the 
California  Medical  Board. 

When  assigned  as  Medical  Director,  Community  Mental  Health  Services, 
requires  possession  of  an  American  Board  of  Psychiatry  and  Neurology 
certificate  In  Psychiatry. 

When  assigned  as  Medical  Director,  Emergency  Medical  Services  Agency, 
requires  Board  certification  by  the  American  Board  of  Emergency  Medicine. 

When  assigned  as  Medical  Director,  Community  Public  Health  Services, 
requires  Board  certification  In  Family  Practice,  Pediatrics  or  Internal 
Medicine. 

When  assigned  as  Medical  Director,  AIDS  Office,  requires  Board 
certification  In  Internal  Medicine,  Pediatrics,  Obstetrlcs/Gynecology,  Family 
or  Preventive  Medicine. 

ADOPTED:   12-3-90 

AMENDED:   10-5-92 

04330c 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLES  MEDICAL  ADVISOR,  HEALTH  SERVICE  SYSTEM  CODE:   2236 

CHARACTERISTICS  OF  THE  CLASS s 

Subject  to  administrative  approval*  analyzes  and  reviews  claims  sub- 
mitted to  the  Health  Service  System  by  physicians  and  medical  agencies  to 
determine  the  propriety  of  the  fees  charged  for  services  rendered?  makes 
recommendations  thereon ;  and  performs  related  duties  as  required o 

Requires  responsibility  forg  coordinating}  executing  and  assisting 
in  the  development  or  changes  in  the  policies,  methods  and  procedures  of 
the  Health  Service  System;  making  continuing  personal  contacts  with  members 
of  the  medical  profession,  medical  societies,  medical  institutions  and  the 
staff  of  the  Health  Service  System  for  the  purpose  of  rendering  or  obtain- 
ing informations,  discussing,  explaining  and  interpreting  established  pol- 
icies, rules  and  regulations  regarding  medical  claims 5  preparing  reports 
and  recommendations  regarding  fees  for  surgery,  treatment  and  other  medical 
fee  So 

EXAMPLES  OP  DUTIES: 

1.  Reviews  and  analyzes  claims  submitted  by  physicians  and  medical 
agencies  to  determine  if  the  fees  charged  are  reasonable  and  proper  for 
the  services  rendered,  including  fees  for  surgery,  unusual  and  complic- 
ated procedures,  multiple  procedures,  follow-up  care,  hospital,  home  and 
office  visits,  and  a  wide  variety  of  other  claims  for  medical  services., 

2.  Contacts  members  of  the  medical  profession  concerning  their 
claims;  discusses  the  basis  for  their  fees  and  obtains  medical  reasons  in 
support  therefor;  questions  physicians  regarding  the  number  of  office  and/ 
or  hospital  visits  required  for  specific  conditions. 

3.  Discusses  contested  claims  with  the  Executive  Director  and  the 
Health  Service  Board;  negotiates  settlement  of  disputed  claims  with  those 
involved;  submits  contested  and  unsettled  claims  to  the  mediation  commit- 
tee of  the  county  medical  societyo 

4c  Acts  as  liaison  between  the  medical  societies,  hospitals  and  the 
Health  Service  System;  promotes  good  public  relations;  advises  the  Exec- 
utive Director  on  the  medical  aspects  of  contracts  with  insurance  compan- 
ies, hospitals  and  other  Health  Service  System  contracts<> 

5<>  Advises  the  staff  of  the  Health  Service  System  regarding  the 
application  of  the  Health  Service  System  Surgical  Fee  Schedule  to  comp- 
licated surgical  procedureso 

MINIMUM  QUALIFICATIONS s 

Training  and  Experiences  Requires  completion  of  a  medical  school  and 
possession  of  an  MoD.  degrees 

Requires  experience  in  the  professional  practice  of  medicine,  inclu- 
ding responsible  experience  in  the  field  of  industrial  medicine,  health 
and  welfare  plans  or  prepaid  medical  insurance  sufficient  to  satisy  the 
requirements  of  the  Health  Service  Board;  or  an  equivalent  combination  of 
training  and  experience 0 

Knowledge,,  Abilities  and  Skills  %  Requires  a  comprehensive  knowledge 
of s  medicine  as  it  applies  to  a  wide  range  of  medical  treatment  and  sur- 
gical procedures;  health  and  welfare  programs  and  prepaid  health  insurance 


CLASS  TITLES  MEDICAL  ADVISOR,  HEALTH  SERVICE  SYSTEM  CODE:   22J6 

(continued)  0 

including  fee  and  benefit  schedules,  underwriting,  claims  adjusting  and 
workmen's  compensation;  reasonable  and  proper  fees  charged  for  a  wide 
variety  of  surgical  procedures  and  medical  care  in  general.. 

Requires  ability  tos  establish  and  maintain  good  professional, 
business  and  public  relations;  prepare  public  information  releases;  deal 
tactfully  and  courteously  with  members  of  the  medical  profession,  hospit- 
al administrators  and  other  outside  interests  and  groups;  make  recommen- 
dations regarding  the  equitable  settlement  of  a  wide  variety  of  claims 
for  medical  fees0 

Licenses  Possession  of  a  valid  and  unrevoked  license  to  practice 
medicine  issued  by  the  California  Board  of  Examinerso 

PROMOTIVE  LINES t 

No  normal  lines  of  promotion;  class  exempt  from  examinationc 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
SAN  FRANCISCO  DEPARTMENT  OF  HUMAN  RESOURCES 

2237  CHIEF  MEDICAL  DIRECTOR 
DEPARTMENT  OF  PUBLIC  HEALTH 


Definition; 

This  classification  is  characterized  by  performing  the  highest  level  duties  associated  with 
supervising  medical,  professional  and  support  staff  and  is  located  in  two  distinct  areas  of  the 
Department  of  Public  Health,  the  Emergency  Medical  Services  Agency  and  the  Community  Health 
Network.  This  class  may  be  designated  by  the  Director  of  Public  Health  as  County  Health  Officer 
as  required  by  California  Code,  when  the  Director  of  Public  Health  is  not  a  licensed  physician. 
When  assigned  to  the  Emergency  Medical  Services  Agency  (EMSA),  under  general  administrative 
direction  of  the  Director  of  Public  Health,  provides  clinical  and  administrative  direction  to  the  City 
and  County  Emergency  Medical  Services  Agency,  and  performs  related  duties. 
When  assigned  to  the  Community  Health  Network,  under  general  administrative  direction  of  the 
Chief  Executive  Officer  (CEO)  of  the  Community  Health  Network  (CHN)  serves  as  the  Chief 
Medical  Director  of  the  CHN  and  oversees  the  delivery  of  medical  care  within  the  CHN  working 
in  a  paired  collaborative  relationship  with  the  Director  of  Patient  Care  Services  in  providing 
operational  leadership  for  the  continuum  of  care  of  the  CHN,  and  performs  related  duties.  The 
areas  responsible  for  in  the  CHN  include  San  Francisco  General  Hospital,  Laguna  Honda  Hospital, 
Forensic  Services,  ten  Community  Health  Centers,  and  the  CHN  operated  components  of  Mental 
Health  and  Substance  Abuse  Services. 

Distinguishing  Features; 

When  assigned  to  the  EMSA,  the  2237  Chief  Medical  Director  provides  medical  control  and 
assures  medical  accountability  for  the  entire  City  and  County  of  San  Francisco  Emergency  Medical 
System  which  includes  Department  of  Public  Health  and  private  health  care  providers  and 
facilities.  When  assigned  to  the  CHN,  the  2237  Chief  Medical  Director,  plans,  organizes  and 
evaluates  the  clinical  and  administrative  activities  of  medical  and  support  staff,  in  addition  to 
supervising  incumbents  in  class  2235  Medical  Director.  The  2237  Chief  Medical  Director  is 
distinguished  from  2235  Medical  Director  in  that  the  scope  of  authority  for  2237  Chief  Medical 
Director  is  broader  than  that  of  class  2235  Medical  Director,  which  is  characterized  by  directing 
the  clinical  activities  of  the  medical  and  support  staff  in  a  major  subdivision  of  the  Department  of 
Public  Health. 

Supervision  Exercised; 

When  assigned  as  the  Chief  Medical  Director,  EMSA  directs  the  overall  activities  of  the 
Emergency  Medical  Services  Agency  and  supervises  medical,  professional  and  support  staff  in 
charge  of  coordinating  services  and  managing  the  daily  functions  of  the  Emergency  Medical 
Agency.  When  acting  as  the  Chief  Medical  Director,  CHN  supervises  medical,  professional  and 
support  staff  including  incumbents  in  class  2235  Medical  Director. 

Examples  of  Important  and  Essential  Duties; 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of 
the  range  of  duties  assigned  to  this  class  and  are  not  intended  to  be  an  inclusive  list. 


When  assigned  to  the  Emergency  Medical  Services  Agency: 

1 .  Plans,  organizes  and  evaluates  the  clinical  and  administrative  activities  of  the  medical  and 
support  staff  in  the  Emergency  Medical  Services  Agency;  this  includes  selecting  and  supervising 
staff,  conducting  performance  evaluations  and  instituting  corrective  and/or  disciplinary  measures. 

2.  Directs  all  health  related  aspects  of  the  91 1  Emergency  System  in  San  Francisco  by  developing 
medical  protocols,  standards  and  policies  for  paramedic  advanced  life  support  providers,  first 
responders  to  life  threatening  91 1  calls  in  San  Francisco,  central  medical  dispatch,  ten  receiving 
hospitals,  base  hospital,  trauma  center  and  other  speciality  care  centers. 

3.  Conducts  site  reviews  to  evaluate  first  responders,  central  medical  dispatch,  ambulance 
providers,  receiving  hospitals,  base  hospital,  trauma  center  and  other  speciality  care  centers,  and 
monitors  quality  assurance  and  utilization  review  programs  to  ensure  compliance  with  state  and 
local  regulations. 

4.  Applies  sanctions  which  may  include  disciplining  paramedics  and  forwarding 
recommendations  concerning  licensure  to  the  state  of  California  as  required  by  law,  when 
protocols  are  not  met. 

5.  Certifies  and  de-certifies  pre-hospital  care  personnel  including  first  responders  (EMT  I's), 
Paramedics  (EMT  II's),  and  Mobil  Intensive  Care  Nurses  (MICN's)  who  provide  base  hospital 
consultation. 

6.  Certifies  pre-hospital  training  programs  and  authorizes  basic  and  advance  life  support  programs 
according  to  state  and  local  regulations. 

7.  Designs,  implements  and  evaluates  clinical  and  systems  research  to  determine  efficacy  of  the 
components  of  the  Emergency  Medical  Services  System,  including  performance  flaws  and 
improvement  needs  for  better  patient  outcomes;  directs  the  collection  and  statistical  analysis  of 
data  related  to  pre-hospital  care;  investigates  new  emergency  and  disaster  medical  devices,  basic 
and  advance  life  support  systems. 

8.  Advises  the  Director  of  Health  on  matters  pertaining  to  Emergency  Medical  Services  Agency. 

9.  Maintains  effective  working  relationships  with  representatives  of  federal,  state  and  local 
agencies,  including  professional  and  medical  societies,  represents  the  Department  of  Public  Health 
through  contacts  with  representatives  of  governmental  and  community  agencies,  participates  in 
committees  and  professional  organizations  related  to  the  Emergency  Medical  Services  Agency. 

10.  Develops,  implements  and  monitors  the  Emergency  Medical  Services  Agency  budget  for 
personnel,  equipment  and  supplies. 

When  assigned  to  the  Community  Health  Network; 

1  Plans,  organizes  and  evaluates  clinical  and  administrative  activities  of  the  medical  and  support 
staff  in  the  Community  Health  Network,  this  includes  selecting  and  supervising  staff,  conducting 
performance  evaluations  and  instituting  corrective  measures 

2  Directs  all  health  related  activities  in  the  CHN,  including  CHN  components  of  Mental  Health 


and  Substance  Abuse  Services  by  supervising  the  development  of  medical  protocols  and  standard 
of  care  guidelines;  provides  oversight,  organization  and  integration  of  medical  activities  within  the 
CHN  in  collaboration  and  consultation  with  other  physician  leaders  and  the  University  Of 
California;  participates  in  developing  the  CHN  mission,  vision  and  values. 

3.  Monitors  all  CHN  medical  quality  assurance  and  utilization  review  programs  to  ensure 
compliance  with  state,  local,  JCAHO  and  other  regulatory  requirements;  evaluates  on  an  ongoing 
basis,  with  other  physician  leaders  and  CHN  leadership,  organizational  structure  and  allocation  of 
physician  and  other  provider  resources  to  provide  quality  medical  services;  provides  physician 
leadership  in  program  planning,  development  and  implementation  to  enhance  the  patient  services 
of  the  CHN  and  to  respond  to  changes  in  the  health  care  environment. 

4.  Participates  in  the  development  of  the  CHN  budget  and  budget  priorities. 

5.  Works  collaboratively  with  other  CHN  leaders  and  physician  leaders  to  assure  high  quality  cost 
effective  services  by  developing  plans,  priorities  and  guidance  for  the  performance  improvement 
process  including  measuring,  assessing  and  improving  the  CHN's  governance,  management, 
clinical  and  support  processes. 

6.  Represents  the  CHN  in  contract  negotiations  as  directed  by  the  Chief  Executive  Officer,  CHN 
and  the  Director,  Department  Of  Public  Health. 

7.  Works  collaboratively  with  CHN  leadership  in  providing  education,  guidance  and  support  to 
medical  staff  in  areas  of  performance  improvement,  licensing  regulations  and  accreditation 
compliance,  managed  care,  budget  processes  and  the  CHN  strategic  planning  process. 

8.  Represents  the  CHN  in  internal  and  external  settings,  including  Health  Commission,  Joint 
Conference  Committee,  Board  of  Supervisor  meetings,  outside  agencies  and  community  groups. 

9.  Participates  in  clinical  activities  as  determined  by  interest  and  specialty  (approximately  10% 
time). 

Job  Related  and  Essential  Qualifications: 

When  assigned  to  the  Emergency  Medical  Services  Agency: 

Knowledge  of :  Principles  and  applications  of  Emergency  Medical  Services  Agency  medical  staff 
management  and  current  medical  practices,  utilization,  quality  assurance  and  program  review 
practices;  emergency  medicine;  health  education  and  community  relations;  administration,  finance, 
and  management;  long-range  planning  techniques;  applicable  federal,  state  and  local  laws  and 
regulations,  including  regulations  governing  emergency  medical  systems,  medical  staff  by-laws 
and  established  professional  standards. 

Ability  to:  Effectively  formulate  and  execute  policies  and  programs  affecting  medical  and 
administrative  staff;  formulate  the  medical  aspect  of  the  County  disaster  plan;  analyze  complex 
administrative  and  medical  care  delivery  problems;  plan,  coordinate  and  evaluate  the  work  of 
subordinates;  effectively  work  with  staff,  patients  and  family  members,  government  officials, 
community  representatives,  and  the  general  public. 


When  assigned  to  the  Community  Health  Network: 

Knowledge  of :  Principles  and  applications  of  medical  staff  management  and  current  medical 
practices,  utilization,  quality  assurance  and  program  review  practices;  medical  staff  structures  and 
management;  current  medical  practices;  established  professional  standards  and  provisions  of 
JCAHO  and  Title  22  of  the  California  Administrative  Code;  hospital,  clinic  and  network 
administration;  integrated  health  delivery  system  structure  and  function;  managed  care  concepts 
and  health  care  financing;  academic  matters  including  teaching  and  research;  administration, 
finance,  and  management;  long-range  planning  techniques;  applicable  federal,  state  and  local  laws 
and  regulations,  medical  staff  by-laws  and  established  professional  standards. 
Ability  to:  Effectively  formulate  and  execute  policies  and  programs  affecting  medical  and 
administrative  staff;  work  with  the  ethnically,  culturally  and  socially  diverse  populations  served  by 
the  CHN;  analyze  complex  administrative  and  medical  care  delivery  problems  and  formulate 
solutions;  communicate  effectively  with  medical  and  administrative  staff,  government  officials  and 
community  representatives;  plan,  coordinate  and  evaluate  the  work  of  subordinates;  effectively 
work  with  staff,  patients  and  family  members,  government  officials,  community  representatives, 
and  general  public. 

Experience  and  Training  Guidelines: 

When  assigned  to  the  Emergency  Medical  Services  Agency: 

Experience:  Requires  three  years  of  professional  experience  in  emergency  medicine  including, 

one  year  of  administrative  experience  in  emergency  medicine. 

Training:  M.D.  from  an  accredited  medical  school  and  four  years  of  Emergency  Residency 

Training.  Desirable:  Masters  degree  in  health  services  administration,  public  health,  emergency 

medical  services,  public  administration  or  business  administration  or  Fellowship  Training  in 

Emergency  Medical  Services. 

License:  Possession  of  a  valid  license  to  practice  medicine  issued  by  the  California  Medical 

Board  and  Board  Certification  by  the  American  Board  of  Emergency  Medicine. 

When  assigned  to  the  Community  Health  Network: 

Experience:  Requires  four  years  of  medical  administration  experience  in  an  integrated  delivery 

system. 

Training:  M.D  from  an  accredited  medical  school  and  MPH  or  MBA  with  emphasis  in  health 

care  policy  and  planning. 

License:  Possession  of  a  valid  license  to  practice  medicine  issued  by  the  California  Medical 

Board  and  Board  Certification  in  a  specialty  certified  by  the  Board  Of  Medical  Specialties 

Special  Requirements:  Academic  qualifications  sufficient  to  ensure  an  academic  appointment  at 

the  University  of  California,  San  Francisco,  comprehensive  knowledge  of  medical  staff  structures 

and  management,  current  medical  practices,  established  professional  standards  and  provisions  of 

JCAHO  and  Title  22  of  the  California  Administrative  Code,  working  knowledge  of  hospital,  clinic 

or  network  administration;  sensitivity  to,  and  experience  working  with  the  ethnically,  culturally 

and  socially  diverse  populations  served  by  the  CHN. 

ADOPTED:   12/26/95 

AMENDED:      5/15/98 

REASON  FOR  AMENDMENT  OF  THE  CLASS  It  is  necessary  to  amend  the  class  in  order  to 

include  the  job  functions  of  the  Chief  Medical  Director  for  the  Community  Health  Network 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE?  RADIOLOGIST  CODE;  2240 

CHARACTERISTICS  OF  THE  CLASS  % 

Under  general  direction?  coordinates  and  supervises  radiology- 
activities  in  accordance  with  accepted  national  standards;  performs 
highly  specialized  technical  work  in  connection  with  X-ray  therapy^ 
makes  analyses  and  interpretations  of  X-ray  films?  prepares  reports 
of  findings §  and  performs  related  duties  as  required o 

Requires  major  responsibility  fors  interpreting  X-ray  films, 
reporting  findings  and  formulating  conclusions;  making  regular  contacts 
with  X-ray  technicians^  physicians9  surgeons  and  others  concerned?  pre- 
paring  important  detailed  and  complex  technical  and  medical  reports  of 
findings o  Nature  of  duties  involves  normal  physical  effort  and  manual 
dexterity  with  exposure  to  accident  or  health  hazards  and  disagreeable 
elements o 

EXAMPLES  OF  DUTIES s 

1.  Supervises  and  assumes  responsibility  for  the  functioning  of 
the  radiology  unit;  interprets  department  policies,  rules  and  regula- 
tions to  subordinates?  organizes  and  assigns  duties  to  employees© 

2.  Makes  medical  and  surgical  diagnoses  from  X-ray  films;  studies 
films  after  they  are  developed;  makes  diagnoses  directly  from  fluoro- 
scopic observations© 

3.  Supervises  the  operation  of  the  hospital  tumor  registry 
involving  the  follow-up  of  all  patients  treated  for  cancer;  orders 
and  dispenses  radioactive  isotopeso 

4»  Instructs  and  trains  X-ray  technicians,  house  staff  physicians 
and  medical  students  at  formal  and  informal  teaching  sessions. 

5«   Supervises  the  operation  of  the  chest  X-ray  film  detection 
program  for  the  finding  of  tuberculosis. 

6.  Confers  and  consults  with  hospital  administrator  regarding 
dissemination  of  information  to  concerned  persons  outside  of  the 
hospital?  acts  as  vice  chairman  and  secretary  of  the  hospital  medical 
staff?  consults  and  interprets  complicated  films  and  cases  with  hos- 
pital resident  physicians;  supervises  and  reviews  treatment  of  all 
radiation  therapy  patients© 

MINIMUM  QUALIFICATIONS s 

Training  and  Experience;  Requires  completion  of  medical  college, 
and  possession  of  an  MoDc  degree P  including  or  supplemented  by  major 
course  work  in  radiologyo 

Requires  at  least  three  years  of  practical  experience  as  a  radi- 
ologist;, including  at  least  one  year  in  a  supervisory  capacity. 

Knowledges  Abilities  and  Skills;  Requires  a  thorough  knowledge 
of:  the  fundamental  sciences  underlying  the  practice  of  medicine; 
modern  techniques  and  practices  utilized  in  radiology?  hospital 
rules  and  regulations. 

Requires  skill  and  ability  to  interpret  and  write  comprehensive 
medical  and  technical  reports  applicable  to  the  field  of  radiology. 


CLASS  TITLES  RADIOLOGIST  CODE:   2240 

(continued) 

Licenses  Requires  possession  of  a  valid  license  to  practice 
medicine  issued  by  the  state  of  California,,  and  a  certificate  issued 
by  the  American  Board  of  Radiology o 

PROMOTIVE  LINES s 

No  normal  lines  of  promotion  -  class  exempt  from  examination 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   TRAINING  OFFICER,  PSYCHIATRIC  RESIDENCY  PROGRAM    CODE:   22UU 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  organizes  and  administers  a 
program  of  residency  training  in  Psychiatry  in  connection  with  the  Com- 
munity Mental  Health  Services  Bureau;  participates  in  the  selection, 
instruction  and  evaluation  of  residents;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   developing,  interpreting  and 
enforcing  policies,  methods  and  procedures  involved  in  a  training  program 
for  Psychiatric  Residents;  making  important  personal  contacts  with 
representatives  of  community  organizations,  academic  institutions  and 
with  departmental  personnel;  reviewing  and  evaluating  program  content 
and  submitting  regular  reports  thereon. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  develops  and  organizes  the  content  of  a  program  of 
training  for  residents  in  psychiatry;  co-ordinates  the  training  program 
with  the  activities  of  the  various  sections  of  the  Bureau  of  Mental 
Health  Services  and  with  associated  agencies;  evaluates  the  program  in 
terms  of  effectiveness  and  makes  recommendations  on  improvements  in  content 
and  emphasis. 

2.  Reviews  background  of  applicants  for  program;  conducts  inter- 
views with  applicants;  and  makes  selection  on  basis  of  interview  and 
investigation. 

3.  Supervises  the  clinical  training  of  residents;  participates  in 
didactic  instruction  of  residents  in  clinical  psychiatry,  community 
psychiatry,  including  consultative  skills  and  techniques;  evaluates  pro- 
fessional growth  of  resident  physicians  participating  in  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  graduation  from  an  approved 
school  of  medicine  and  possession  of  an  M.D.  degree  supplemented  by  com- 
pletion of  an  internship  at  a  recognized  institution. 

Requires  at  least  five  years  professional  experience  in  the  practice 
of  Clinical  Psychiatry  which  must  have  included  at  least  one  year  at  the 
administrative  or  supervisory  level  and  one  year  of  experience  in  a  position 
involving  instruction  in  clinical  psychiatry. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of: 
the  principles  and  practices  of  modern  psychiatry  with  special  emphasis  on 
academic  and  clinical  psychiatric  training  programs;  including  teaching 
techniques  and  the  evaluation  of  training  programs. 

Requires  the  ability  to:   organize  and  direct  a  program  of  resident 
instruction  in  psychiatry;  assist  in  the  co-ordination  of  the  activities 
of  community  organizations  interested  in  mental  health;  actively  engage 
in  teaching  in  the  program;  participate  in  a  community- wide  program  of 
mental  health  services. 

License  and  Certificate:   Requires  license  to  practice  medicine 
issued  by  the  State  Board  of  Medical  Examiners  of  the  State  of  California 
and  possession  of  a  certificate  issued  by  the  American  Board  of  Psychiatry 
and  Neurology  or  a  written  statement  from  the  Secretary  of  the  Board 
showing  eligibility  for  examination  for  such  a  certificate. 


CLASS  TITLE:   TRAINING  OFFICER,  PSYCHIATRIC  RESIDENCY  PROGRAM 

(Continued)  CODE:   22liU 


PROMOTIVE  LINES: 

To:    No  normal  lines  of  promotion 
From:  Original  Entrance  Examination 


ADOPTED:   ll/l0/6$ 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(NEW  CLASS) 

CLASS  TITLE-,   ASSISTANT  DIRECTOR  OF  CLINICAL  SERVICES  I  CODE:   2246 

CHARACTERISTICS  OF  THE  CLASS; 

Under  general  direction,  serves  as  Assistant  Director  of  a  program,  service, 
or  facility  of  the  Department  of  Public  Health;  may  be  assigned  major  responsibii- 
ty  for  compenents  of  a  larger  program;  and  performs  related  duties  as  required,. 

Requires  responsibility  for;   Assisting  in  the  development,  coordination  and 
execution  of  policies  and  methods  within  a  facility,  program,  or  division;  achieving 
economies  by  enforcing  requirements  for  the  proper  handling  of  equipment,  materials, 
and  supplies;  making  contacts  with  supervisory  and  administrative  personnel  in  deal- 
ing with  program  and  the  delivery  of  health  care  services;  relating  to  consumer  and 
community  groups;  assisting  in  the  compilation  and  review  of  important  clinical  and 
technical  records  concerning  community  health  care  services  and  effective  delivery 
of  these  services, 

EXAMPLES  OF  DUTIES % 

1,  Assists  in  the  planning,  direction,  and  coordination  of  clinical  activities 
in  delegated  areas,  including  but  not  limited  to  nursing,  occupational  therapy,  medi- 
cal or  psychiatric  social  work,  preventive  health  and  disease  control  program  and 
other  related  matters  in  the  assigned  division,  program,  or  facility,, 

2,  May  visit  facilities  to  evaluate  the  quality  of  health  care  services  and 
their  delivery;  may  consult  with  community  health  staff  as  necessary  concerning 
specific  problems;  reports  findings  and  makes  recommendations  to  the  Clinical  Director,, 

3„   Conducts  staff  meetings  and  conferences  concerning  community  health  care  and 
the  formulation  of  related  policies,  methods,  and  procedures  and  reports  results  of 
meetings  to  Clinical  Director;  may  be  assigned  to  participate  in  the  recruitment  and 
training  of  professional  and  auxiliary  personnel;  supervises  work  activities  and  evalu- 
ates performance  and  reports  same  to  Clinical  Director* 

4-,   May  be  assigned  major  responsibility  for  a  segment  of  a  program,  such  as  the 
planning,  organization  and  direction  of  in-service  training  programs;  program  planning 
and  development,  including  assistance  in  preparation  of  annual  budget  estimates  and 
annual  plan;  organization  of  consumer  advisory  boards;  coordination  and  liaison  with 
contracting  agencies  of  the  assigned  program;  may  act  for  the  Clinical  Director  in 
his  absence  or  as  delegated* 

MINIMUM  QUALIFICATIONS? 

Training  and  Experience:   Possession  of  a  master's  degree  in  psychiatric  or  medi- 
cal social  work,  professional  nursing,  or  counseling,  supplemented  by  at  least  four 
years  of  professional  experience  in  one  of  these  disciplines,  including  at  least  one 
year  in  a  supervisory  or  administrative  capacity;  OR  possession  of  the  Ph„D  degree 
with  specialization  in  clinical,  counseling,  or  research  psychology,  supplemented  by 
at  least  three  years  of  professional  experience  in  one  of  these  disciplines,  including 
at  least  one  year  in  a  supervisory  or  administrative  capacity,. 

Knowledge,  Abilities  and  Skills:   Requires  general  knowledge  of  administration, 
program  planning  and  evaluation,  clinical  theory  and  practice,  and  community  organi- 
zation necessary  to  assist  in  the  organization  and  direction  of  a  quality  community 
health  program* 

k  Requires  considerable  analytical  ability  to  be  utilized  in  solving  complex 

^'    health  problems,, 

PROMOTIVE  LINES' 

To  i      2248  Assistant  Director  of  Clinical  Services  II 
Froms   2593  Health  Program  Coordinator  III 
Original  entrance  examination 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(NEW  CLASS) 

CLASS  TITLE:   ASSISTANT  DIRECTOR  OF  CLINICAL  SERVICES  II  CODE:   2248 

CHARACTERISTICS  OF  THE  CLASS; 

Under  general  administrative  direction,  serves  as  Assistant  Director  of  a  major 
program,  service,  or  facility  of  the  Department  of  Public  Health,  such  as  a  compre- 
hensive Community  Mental  Health  Center  or  public  health  program;  and  performs  related 
duties  as  required,. 

Requires  responsibility  for;   Assisting  in  the  development,  coordination  and  execu- 
tion of  policies  and  methods  within  a  facility,  program,  or  division;  achieving  con- 
siderable economies  by  the  enforcement  of  requirements  for  the  proper  handling  of 
equipment,  materials  and  supplies;  making  contact  with  department  heads  and  others  in 
dealing  with  program  and  the  delivery  of  health  care  services;  relating  to  consumer  and 
community  groups;  assisting  in  the  compilation  and  review  of  important  clinical  and 
technical  records  concerning  community  health  care  services  and  effective  delivery  of 
these  services;  participating  in  the  development  and  implementation  of  an  on-going  sys- 
tem of  research  and  program  evaluation^ 

EXAMPLES  OF  DUTIES: 

1 „   Provides  major  assistance  in  the  planning,  direction,  and  coordination  of 
clinical  activities  in  delegated  areas  of  the  program,  including  but  not  limited  to 
nursing,  occupational  therapy,  medical  or  psychiatric  social  work,  preventive  health 
and  disease  control  programs,  clinical  psychology,  research  and  evaluation,  and  other 
related  matters  in  the  assigned  division,  program,  or  facilityr 

2.   Is  assigned  major  responsibility  for  a  segment  of  a  major  program,  such  as 
the  planning,  organization  and  direction  of  research  and  evaluation  programs;  program 
planning  and  development;  planning  and  direction  of  in-service  training  activities; 
may  act  for  the  Clinical  Director  in  his  absence  or  as  delegated,, 

3c   Visits  program  facilities  to  evaluate  the  quality  of  health  care  services  and 
their  delivery;  consults  with  community  health  staff  as  necessary  concerning  specific 
problems;  keeps  Clinical  Director  informed  of  findings  and  makes  recommendations  based 
on  findings. 

4.,   Conducts  staff  meetings  and  conferences  concerning  community  health  care  and 
the  formulation  of  related  policies,  methods  and  procedures,  and  reports  results  of 
meetings  to  Clinical  Director;  participates  in  the  recruitment  and  training  of  pro- 
fessional personnel;  supervises  work  activities  of  program  staff  and  evaluates  per- 
formance; reports  findings  to  Clinical  Director. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Possession  of  a  master's  degree  in  psychiatric  or  medi- 
cal social  work,  professional  nursing,  or  counseling,  supplemented  by  at  least  six 
years  of  professional  experience  in  one  of  these  disciplines,  including  at  least  two 
years  in  a  supervisory  or  administrative  capacity;  OR  possession  of  the  Ph„D  degree 
with  specialization  in  clinical,  counseling,  or  research  psychology,  supplemented  by  at 
least  five  years  of  professional  experience  in  one  of  these  disciplines,  including  at 
least  two  years  in  a  supervisory  or  administrative  capacity <. 

MINIMUM  QUALIFICATIONS: 

Knowledge,  Abilities  and  Skills::   Requires  a  comprehensive  knowledge  of  adminis- 
tration, program  planning  and  evaluation,  clinical  theory  and  practice,  and  community 
organization  necessary  to  assist  in  the  organization  and  direction  of  a  quality  com- 
munity health  program., 

Requires  considerable  analytical  ability  to  be  utilized  in  solving  complex  health 
problems,.. 

PROMOTIVE  LINE Si 

To   :   Director  of  Clinical  Services 

From:   2246  Assistant  Director  of  Clinical  Services  I 
Original  entrance  examination 


• 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

(AMENDED) 

CLASS  TITLE?   DIRECTOR  OF  CLINICAL  SERVICES  CODE?   2250 

CHARACTERISTICS  OF  THE  CLASS? 

Under  general  administrative  direction,  is  responsible  for  the  operation  of  a 
major  program,  service,  or  facility  of  the  Department  of  Public  Health,  such  as  a 
comprehensive  community  mental. ihealth  center  or  public  health  program;  serves  as 
clinical  director  of  the  facility,  program,  or  division;  may  recommend  and  super- 
vise  treatments  in  specialized  cases;  conducts  staff  meetings  and  conferences;  and 
performs  related  duties  as  requiredo 

Requires  major  responsibility  for?   Developing,  coordinating  and  executing  poli- 
cies and  methods  within  a  facility,  program,  or  division;  making  contacts  with  depart- 
ment heads  and  specialized  professional  personnel  in  coordinating  health  care  ser- 
vices; relating  to  consumer  and  community  groups;  compiling  and  reviewing  important 
clinical  and  technical  records  concerning  community  health  care  services;  developing 
and  implementing  an  on-going  system  of  research  and  program  evaluation 

EXAMPLES  OF  DUTIES? 

10   Plans,  directs  and  coordinates  all  clinical  activities,  including  the  medi- 
cal, nursing,  occupational  therapy,  medical  or  psychiatric  social  work,  preventive 
medicine  and  disease  control  programs  or  other  related  matters  in  the  assigned  divi- 
sion, program,  or  facility,  including  outpatient  and  consultation  services0 

2,  Regularly  visits  all  facilities  to  evaluate  the  quality  of  health  care  ser- 
vices and  their  delivery;  consults  with  community  health  staff  as  necessary  concern- 
ing specific  problems  and  makes  necessary  decisions0 

3o   Conducts  staff  meetings  and  conferences  concerning  community  health  care 
and  the  formulation  of  related  policies,  methods  and  procedureso 

4.  Participates  in  the  recruitment  and  training  of  professional  and  auxiliary 
personnel;  supervises  work  activities  and  evaluates  performance0 

5«  Plans,  organizes  and  directs  training  programs  for  professional  and  auxili- 
ary staff  personnel  assigned  to  facility,  program,  or  division  activitiesa 

60   Is  responsible  for  planning  and  development,  including  preparation  of 
annual  budget  estimates  and  annual  plan0 

7.   May  organize  consumer  advisory  boards  to  assist  in  establishment  of  policy0 

MINIMUM  QUALIFICATIONS? 

Training  and  Experience?   Requires  completion  of  medical  school  and  possession 
of  an  M0D0  degree,  supplemented  by  an  internship  and  three  years  of  recognized  resi- 
dency in  an  area  of  medical  specialty  appropriate  to  the  assigned  division,  program, 
or  facility,  and  at  least  five  years  of  experience  In  a  medical  specialty  appropria- 
ate  to  the  assigned  division,  program,  or  facility,  of  which  at  least  two  years  shall 
have  been  in  an  administrative  capacity;  or  other  areas  as  may  be  deemed  appropriate, 
completion  of  education  and  experience  in  a  recognized  clinical  discipline  other  than 
medicine  deemed  appropriate  to  specific  programs  or  facilities  may  be  substituted 
for  the  above  as  follows? 

Possession  of  a  Master's  degree  in  psychiatric  or  medical  social  work,  psychi- 
atric nursing,  supplemented  by  at  least  eleven  years  of  professional  experience  in 
one  of  these  disciplines,  including  at  least  two  years  in  an  administrative  capacity; 
or, 

Possession  of  the  Ph0D0  degree  with  specialization  in  clinical  or  counseling 
psychology,  and  completion  of  one  year  of  supervised  clinical  internship,  supplemented 
by  nine  years  of  experience  in  the  practice  of  clinical  or  counseling  psychology, 
including  at  least  two  years  in  an  administrative  capacity;  or, 

An  equivalent  combination  of  training  and  experience. 


CLASS  TITLES   DIRECTOR  OF  CLINICAL  SERVICES  CODES   2250 

MINIMUM  QUALIFICATIONS?   (contd) 

Knowledge,  Abilities  and  Skills*   Requires  a  thorough  knowledge  of  administra- 
tion, program  planning  and  evaluation,  clinical  theory  and  practice,  and  community 
organization  necessary  to  organize  and  direct  a  community  health  program0 

Requires  creative  ability,  resourcefulness  and  discriminating  judgment  in 
analyzing  and  solving  complex  problems  in  connection  with  the  diagnosis,  care  and 
treatment  of  health  problems,, 

License:   Requires  possession  of  a  valid  license  to  practice  medicine  issued  by 
the  State  of  California;  and  certification  by  the  appropriate  recognized  medical 
specialty  board;  or  for  other  clinical  disciplines,  such  as  psychiatric  social  work, 
clinical  or  counseling  psychology,  or  psychiatric  nursing,  requires  licensure  in  that 
clinical  discipline  by  the  State  of  California0 

PROMOTIVE  LINES: 

To   :   2888  Program  Chief,  Mental  Health  Services 

2889  Assistant  Director  of  Public  Health,  Public  Health  Programs 

From:   To  be  determined 

AMENDED:   4/10/72;  6/19/72;  3/5/73 


« 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   ASSISTANT  RESIDENT  I  CODE:  2275 

CHARACTERISTICS  OF  THE  CLASS: 

Under  the  supervision  of  the  medical  staff,  acquires  beginning 
level  supervised  professional  experience  in  a  medical  specialty;  renders 
on  special  assignment  medical  and/or  surgical  care  by  examining,  diagnosing 
and  treating  patients;  supervises  the  work  of  assigned  interns;  and  per- 
forms related  duties  as  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Possession  of  the  degree  of  Doctor  of 
Medicine  from  a  recognized  school  of  medicine  and  completion  of  an  intern- 
ship of  one  year  at  a  hospital  approved  for  the  training  of  interns  by  the 
American  Hospital  Association;  or  an  equivalent  combination  of  training  or 
experience  deemed  comparable  by  the  Director  of  Public  Health. 

License:   Appointees  in  this  classification  are  required  to 
possess,  or  to  be  eligible  for,  a  valid  license  to  practice  medicine  in 
the  State  of  California. 

Amended   1/21/65 


SAW  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   ASSISTANT  RESIDENT  II  CODE:  2277 

CHARACTERISTICS  OF  THE  CLASS: 

Under  the  general  supervision  of  the  medical  staff,  acquires  second- 
year  supervised  professional  experience  in  a  medical  specialty;  renders 
specialized  medical  and/or  surgical  care;  supervises  the  activities  of 
interns  and  Assistant  Residents  I;  and  performs  related  duties  as  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Possession  of  the  degree  of  Doctor  of 
Medicine  from  a  recognized  school  of  medicine  and  completion  of  one  year 
as  a  Resident  Physician  at  a  hospital  approved  for  such  training  by  the 
American  Hospital  Association;  or  an  equivalent  combination  of  training 
or  experience  deemed  comparable  by  the  Director  of  Public  Health. 

License:   Appointees  in  this  classification  are  required  to 
possess,  or  to  be  eligible  for,  a  valid  license  to  practice  medicine  in 
the  State  of  California. 

AMENDED!  x/21/65 


< 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   ASSISTANT  RESIDENT  III  CODE:  2279 

CHARACTERISTICS  OF  THE  CLASS: 

Under  the  direction  of  the  medical  staff,  acquires  advanced  third- 
year  professional  experience  in  a  medical  specialty;  renders  specialized 
medical  and/or  surgical  care  on  an  advanced  level;  supervises  the  activities 
of  interns  and  subordinate  Assistant  Residents;  and  performs  related  duties 
as  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Possession  of  the  degree  of  Doctor  of 
Medicine  from  a  recognized  school  of  medicine  and  completion  of  two  years 
as  a  Resident  Physician  at  a  hospital  approved  for  such  training  by  the 
American  Hospital  Association;  or  an  equivalent  combination  of  training 
or  experience  deemed  comparable  by  the  Director  of  Public  Health. 

License:   Appointees  in  this  classification  are  required  to  possess, 
or  to  be  eligible  for,  a  valid  license  to  practice  medicine  in  the  State  of 
California. 

AMENDED :   1/21/65 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:    POST  M.D.  V  CODE:   2281 

CHARACTERISTICS  OF  THE  CLASS: 

Under  the  direction  of  the  medical  staff,  acquires  fourth-year  supervised 
professional  experience  in  a  medical  specialty;  performs  responsible  duties 
involving  specialized  medical  and/or  surgical  care;  supervises  a  group  of  interns 
and  subordinate  Assistant  Residents;  and  performs  related  duties  as  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Possession  of  the  degree  of  Doctor  of  Medicine  or  a 
D.O.  (Doctor  of  Osteopathy)  degree  from  a  recognized  school  of  medicine  and  completion 
of  three  years  as  a  Resident  Physician  at  a  hospital  approved  for  such  training  by 
the  American  Hospital  Association;  or  an  equivalent  combination  of  training  or 
experience  deemed  comparable  by  the  Director  of  Public  Health. 

License:   Appointees  in  this  classification  are  required  to  possess,  or  to  be 
eligible  for,  a  valid  license  to  practice  medicine  in  the  State  of  California. 


AMENDED:   1-21-65;  1-4-78;  1-7-83 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   ASSISTANT  RESIDENT  IV  CODE:   228 1 

CHARACTERISTICS  OF  THE  CLASS: 

Under  the  direction  of  the  medical  staff,  acquires  fourth-year  supervised 
professional  experience  in  a  medical  specialty;  performs  responsible  duties 
involving  specialized  medical  and/or  surgical  care;  supervises  a  group  of  interns 
and  subordinate  Assistant  Residents;  and  performs  related  duties  as  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Possession  of  the  degree  of  Doctor  of  Medicine  or  a 
D.O.  (Doctor  of  Osteopathy)  degree  from  a  recognized  school  of  medicine  and  completion 
of  three  years  as  a  Resident  Physician  at  a  hospital  approved  for  such  training  by 
the  American  Hospital  Association;  or  an  equivalent  combination  of  training  or 
experience  deemed  comparable  by  the  Director  of  Public  Health. 

License:   Appointees  in  this  classification  are  required  to  possess,  or  to  be 
eligible  for,  a  valid  license  to  practice  medicine  in  the  State  of  California. 


AMENDED:   1-21-65;  1-4-78 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   CHIEF  RESIDENT  CODE:  228? 

CHARACTERISTICS  OF  THE  CLASS: 

Under  the  general  direction  of  the  medical  staff,  acquires 
top  level  supervised  advanced  training  in  a  medical  specialty;  exercises 
responsibility  for  the  direction  of  the  activities  of  an  assigned  group 
of  interns  and  Assistant  Residents  of  all  grades  engaged  in  providing 
specialized  medical  and/or  surgical  care;  and  performs  related  duties 
as  required. 

Appointees  to  this  classification  are  selected  from  Assistant 
Resident  Physicians  serving  their  final  year  in  residence  in  a  medical 
specialty.   This  selection  is  made  on  the  basis  of  the  individual's 
ability  to  discharge  the  duties  of  the  position. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Possession  of  the  degree  of  Doctor  of 
Medicine  from  a  recognized  school  of  medicine  and  enrollment  as  an 
Assistant  Resident  Physician  in  the  final  year  of  the  medical  service  to 
which  appointment  is  made;  or  an  equivalent  combination  of  training  or 
experience  deemed  comparable  by  the  Director  of  Public  Health. 

License:   Appointees  in  this  classification  are  required  to 
possess,  or  to  be  eligible  for,  a  valid  license  to  practice  medicine  in 
the  State  of  California. 


Amended;  1/21/65 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   ZOO  VETERINARIAN  CODE:   2290 

CHARACTERISTICS  OF  THE  THE  CLASS: 

Under  general  direction,  examines,  tests,  diagnoses  and  provides 
preventive  and  remedial  medical  care  for  a  wide  variety  of  animals  including 
wild  and  exotic  animals  at  the  San  Francisco  Zoo  and  satellite  zoo  facilities; 
carries  out  and  interprets  existing  policies  and  procedures  regarding  the  care 
of  animals;  maintains  exhibited  animals  in  good  health;  provides  guidance  to 
zoo  personnel  in  animal  hygiene,  nutrition,  and  breeding;  maintains  records  on 
animal  accessions,  animal-oriented  research  projects  and  hazards  and  treatment 
administered;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  position  reports  to  the  Zoo  Director  and  has  the  absolute 
responsibility  and  authority  for  the  veterinary  care  of  animals.  Nature  of 
the  work  Involves  continuous  exposure  to  health  hazards  and  to  dangers 
inherent  in  dally  contact  with  wild  animals.  This  single  position 
classification  is  appointed  and  removed  by  the  General  Manager  of  Recreation 
and  Park,  subject  to  the  approval  of  the  Recreation  and  Park  Commission. 

EXAMPLES  OF  DUTIES: 

"This  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Provides  professional  medical  and  surgical  treatment  for  sick  or 
injured  animals  in  the  custody  of  the  San  Francisco  Zoo;  administers  and 
instructs  other  zoo  employees  in  the  administration  of  medication  to  animals; 
supervises  the  tranquil ization  of  animals  preparatory  to  medical  treatment  or 
shipment;  supervises  the  handling  and  restraint  of  animals  requiring  treatment 
or  hospitalization;  supervises  personnel  assigned  to  the  zoo's  animal  hospital. 

2.  Performs  or  supervises  laboratory  tests  on  blood,  tissue  and  other 
animal  matter  in  order  to  determine  the  presence  of  bacteria,  viruses, 
parasites  or  chemicals  which  would  adversely  affect  animal  health  or  serve  as 
vehicles  for  the  transmission  of  infection  or  disease;  orders  animals  to  be 
removed  from  exhibit  for  medical  or  emotional  reasons. 

3.  Conducts  continuing,  intensive  studies  in  such  areas  as  animal 
hygiene,  nutrition  and  breeding;  keeps  appropriate  records  relating  to  these 
and  other  research  projects;  prepares  reports  as  required;  develops  standards 
of  care  and  treatment  of  rare  and  unusual  specimens;  establishes  animal  diets 
and  supervises  the  operation  of  the  animal  food  supply  service. 

4.  Examines  animals  prior  to  shipment;  prescribes  and  evaluates  pertinent 
tests;  administers  tranqui 1 izing  medication  as  required;  and  issues  health 
certificates. 

5.  Performs  autopsies  to  establish  the  causes  of  death;  makes 
recommendations  reference  the  disposition  of  dead  animals. 

6.  Conducts  classes  for  staff  and  other  personnel  in  such  zoo-related 
subjects  as  animal  feeding  and  disease,  sanitation,  reproduction,  handling  and 
restraint;  participates  In  zoo  management  meetings  and  provides  professional 
advice  and  guidance  on  matters  relating  to  animal  enclosures,  acquisition  or 
sale  of  animals  and  operational  plans  affecting  the  health  and  well  being  of 
animals. 


CLASS  TITLE:   ZOO  VETERINARIAN  CODE:   2290 


EXAMPLES  OF  DUTIES:  (Cont.) 

7.  Maintains  liaison  and  consults  with  veterinary  staffs  at  local 
universities;  writes  popular  and/or  technical  articles  for  publication  or 
presentation  to  lay  and  professional  groups;  attends  professional  meetings  and 
conferences  expecially  those  relating  to  the  care  of  animals  in  captivity; 
responds  to  queries  about  exotic  animals  from  the  public,  educators  and  other 
veterinarians. 

8.  May  act  for  the  Zoo  Director  in  his/her  absence. 

QUALIFICATIONS: 

Knowledge.  Abilities  and  Skills:  Comprehensive  knowledge  of  medical  and 
surgical  procedures  relating  to  the  care  and  treatment  of  animals  in  captivity. 

Ability  to:  instruct  and  supervise  subordinates;  to  speak  and  write 
effectively;  and  to  establish  and  maintain  harmonious  relationships  with 
individuals  and  groups  dedicated  to  the  welfare  of  exhibited  animals. 

License:  Requires  a  valid  license  issued  by  the  California  Board  of 
Examiners  In  Veterinary  Medicine  to  practice  as  a  Doctor  of  Veterinary 
Medicine. 

Requires  a  valid  California  driver's  license  and  a  satisfactory  driving 
record. 


THIS  POSITION  IS  EXEMPT  FROM  CIVIL  SERVICE  EXAMINATION  UNDER  CHARTER  SECTION 
3.551. 

ADOPTED:   10/1/73 

AMENDED:   8/3/92 

04322c 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   SHELTER  VETERINARIAN  CODE:   2292 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  examines,  diagnoses  and  performs  emergency 
treatment  for  impounded  animals;  directs  a  program  for  the  care  and  treatment 
of  animals  in  the  custody  of  the  Department  of  Animal  Care  and  Control;  and 
performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  classification  provides  professional  medical  care  for  animals  at  the 
shelter  of  the  Department  of  Animal  Care  and  Control  and  supervises  a  staff  in 
the  care  of  impounded  animals.   It  is  distinguished  from  Zoo  Veterinarian  by 
the  latter  s  responsibility  for  the  care  of  a  wide  variety  of  animals, 
including  exotic  ones,  in  a  zoo. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Directs,  coordinates  and  performs  the  screening,  diagnosis,  and  basic 
and  emergency  medical  treatment  of  all  impounded  animals;  develops  a 
comprehensive  program  of  health  care  services  for  the  animal  shelter,  and 
establishes  medical  standards  and  procedures  for  the  maintenance  of  healthy, 
safe  and  sanitary  facilities. 

2.  Through  subordinate  staff,  directs  the  ongoing  cleaning  and 
disinfecting  of  all  equipment  and  areas  of  the  animal  shelter  where  animals 
are  housed;  assures  that  food  and  water  are  furnished  and  that  proper,  humane 
care  is  provided  for  all  shelter  animals. 

3.  Provides  ongoing  training  for  staff  throughout  the  department  to 
rapidly  identify  animals  requiring  isolation  or  veterinary  care. 

4.  Develops  a  comprehensive  disease  prevention  program  for  the  animal 
shelter;  supervises  the  visual  monitoring  on  a  daily  basis  of  impounded 
animals,  including  those  that  may  be  isolated  or  quarantined,  for  signs  of 
illness  or  unusual  behavior;  assures  that  problems  are  promptly  reported; 
determines  and  directs  appropriate  action  as  required. 

5.  Supervises  the  training  of  appropriate  staff  in  administering  first 
aid  and  vaccinations  to  animals,  the  performance  of  euthanasia  by  injection 
and  other  paramedical  duties;  performs  euthanasia  as  required. 

6.  Advises  staff  and  the  public  on  matters  within  the  veterinary  medical 
field;  provides  professional  assistance  in  the  investigations  of  mistreatment 
or  neglect  of  animals. 

7.  Directs  the  ordering,  maintenance  and  control  of  drugs,  medical 
equipment,  food  and  supplies  used  in  the  shelter;  estimates  veterinary 
requirements  for  the  budget,  and  monitors  expenditures. 


CLASS  TITLE:   SHELTER  VETERINARIAN  CODE:   2292 


QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qua  I  if i cat  ions. . .and  other 
particulars. . .App I i cants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Know  I  edge ,  Ab  i I i  t  i  es  and  Sk  i 1 1 s :  Knowledge  of:  veterinary  medicine  and 
the  diseases,  treatment,  prevention,  control  and  care  of  animals,  particularly 
dogs  and  cats;  city,  state  and  federal  animal  health  laws  and  regulations 
governing  the  impounding,  releasing  and  euthanasia  of  animals;  humane  methods 
of  caring  for  and  physically  restraining  domestic  and  wild  animals;  modern 
principles  of  supervision. 

Ability  to:  plan,  assign,  supervise  and  train  subordinates  in  the 
paraprofessional  treatment  and  humane  care  of  animals;  develop  and  direct  a 
comprehensive  program  of  disease  prevention  and  control  in  an  animal  shelter; 
establish  medical  standards  and  procedures  to  assure  the  maintenance  of 
healthy,  safe  and  sanitary  facilities;  establish  and  maintain  harmonious  and 
effective  relationships  with  co-workers,  volunteers  and  the  public;  advise  the 
public  and  department  employees  on  veterinary  medical  matters;  estimate 
veterinary  requirements  for  budgetary  purposes  and  monitor  and  control 
expenditures  of  the  division;  communicate  effectively  orally  and  in  writing. 

License:  Requires  a  valid  license  issued  by  the  California  Board  of 
Examiners  in  Veterinary  Medicine  to  practice  as  a  Doctor  of  Veterinary 
Med  i  c  i  ne . 

Requires  a  valid  California  driver's  license. 

ADOPTED:   5-15-89 
#4067c 


CIVIL  SERVICE  COMMISSION  OF  SAN  FRANCISCO 

CLASS  TITLE:    ORDERLY  TRAINEE  CODE:  2301 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  in  a  trainee  capacity,  learns  to 
apply  modern  principles  and  techniques  used  in  the  personal  care  and 
treatment  of  hospital  patients;  assists  in  the  care  and  treatment  of 
hospital  patients;  and  performs  related  duties  as  required,, 

Requires  responsibility  for:   learning  and  following  established 
methods  and  procedures  related  to  hospital  care  of  patients;  achieving 
minor  economies  or  preventing  minor  losses  in  the  use  and  handling  of 
various  materials,  supplies  and  hospital  equipment;  making  limited 
contacts  with  patients,  other  hospital  employees  and  visitors;  assisting 
in  keeping  routine  records  and  simple  reports  of  time  and  work  done. 
Nature  of  work  requires  sustained  physical  effort  involving  continuous 
light  work  and  occasional  heavy  work  with  frequent  exposure  to  disagree- 
able elements o 

NOTE:   This  is  a  trainee  classification.   All  positions  in  this 
class  are  temporary  positions,  and  appointments  to  these  positions  are 
made  on  a  limited  term  basis.   It  is  anticipated  that  employees  in  this 
class  will  work  and  receive  training  for  a  period  of  six  months,  after 
which  time  they  will  be  given  the  opportunity  to  qualify  by  examination 
for  permanent  positions  in  the  journeyman  classification  of  Orderly, 
Code  2302. 

EXAMPLES  OF  DUTIES: 

10   Receives  training  in  the  care  and  treatment  of  hospital 
patients,  consisting  of  instruction  and  demonstration,  ward  practice 
under  supervision  in  designated  wards  and  departments,  and  attendance 
at  conferences  where  the  treatment  program  is  discussed  and  outlined. 

2.  Assists  in  the  care  of  patients,  including  bathing,  feeding, 
toilet  training,  hair  cutting,  shaving  and  dressing.   Keeps  patients  and 
their  clothing,  beds  and  living  areas  clean. 

3.  Performs  general  practical  nursing  under  the  close  supervision 
of  journeyman  orderlies  and  nurses;  assists  technical  and  medical 
personnel  in  administering  medicine  and  treatment. 

^o   Escorts  patients  or  groups  of  patients  to  and  from  various 
locations  on  the  hospital  grounds;  delivers  specimens,  hospital  supplies 
and  other  items  to  various  locations  throughout  the  institution. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  general  knowledge  and 
intelligence  and  an  aptitude  for  and  interest  in  working  with  hospital 
patients o 

Requires  ability  to:   learn  the  methods  and  techniques  of  practical 
nursing;  apply  technical  knowledge  and  skill  acquired  to  practical 
hospital  situations;  follow  directions  accurately  and  get  along  well  with 
others. 


CLASS  TITLE:   ORDERLY  TRAINEE  (Continued)  CODE:   2301 

PROMOTIVE  LINES: 

To:     Orderly 

From:        Original  Entrance  Examination 


Adopted:      9/20/62 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   NURSING  ASSISTANT  CODE:   2302 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  assists  with  patient  care  by  maintaining 
patients'  personal  hygiene  and  comfort;  assists  in  minor  treatments;  moves 
patients;  maintains  a  safe  and  clean  environment;  reinforces  instruction  and 
counseling  to  patients;  performs  post-mortem  duties;  accompanies  patients  to 
recreational  or  diversional  activities;  prepares  simple  related  records;  and 
performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

As  a  member  of  the  health  care  team,  the  2302  Nursing  Assistant  performs 
direct  patient  care,  observes  and  reports  physiologlcal/psychosocial  changes  in 
the  patient  and  records  these  observations  on  the  patient's  chart  and  provides  a 
safe  and  clean  patient  environment.  This  classification  differs  from  that  of 
the  2312  Licensed  Vocational  Nurse  in  that  the  2302  Nursing  Assistant  does  not 
administer  medications  and  injections  and  must  acquire  assistance  when 
determining  patient  priorities.  Also,  2312  Licensed  Vocational  Nurses  analyze 
and  interpret  information  when  assessing  patients  and  develop  nursing  care  plans 
for  common  problems  whereas  the  2302  Nursing  Assistant  is  limited  to  gathering 
and  providing  information. 

The  2302  Nursing  Assistant  is  further  distinguished  from  classification  2736 
Porter  in  that  the  2302  Nursing  Assistant  cleans  equipment  used  by  the  patient 
while  occupying  the  hospital  room  whereas  the  2736  Porter  Is  responsible  only 
for  cleaning  of  the  floors  and  walls  and  terminal  cleaning  once  the  patient  is 
discharged. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not  be 
considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Assists  with  direct  patient  care  by  maintaining  patients'  personal 
hygiene  and  comfort,  such  as  bathing,  dressing,  shaving  and  may  occasionally 
trim  hair;  providing  treatments  such  as  cleaning  patients  and  carrying  out  range 
of  motion  and  ambulating  patients;  may  assist  in  carrying  out  rehabilitation 
program  on  the  unit;  may  change  and/or  apply  non-sterile  dressings. 

2.  Answers  signal  lights  and  call  bells;  observes  patients  and  reports  any 
unusual  condition  or  behavior  to  appropriate  supervisory  personnel. 

3.  Performs  other  duties  related  to  patient  care  such  as  preparing  patients 
for  various  treatments;  taking  and  recording  patient's  vital  signs,  such  as 
temperature,  pulse,  blood  pressure,  respiration  rates;  and  transporting  patients 
between  hospital  departments  and  wards.  May  apply,  maintain  or  remove  braces, 
artificial  limbs  and  other  prosthetic  devices. 

4.  Maintains  a  clean  patient  environment,  which  may  include  patient 
clothing  and  equipment,  such  as  beds,  bedside  tables,  lights,  bedpans,  urinals, 
tubs  and  basins. 

5.  Instructs  and  counsels  patients  relative  to  physical  self-care  and 
emotional  needs  and  by  explaining  test  and  specimen  collection. 

6.  Attends  deceased  patients  by  bathing  bodies,  covering  with  shrouds, 
attaching  identification  tags  and  assisting  with  removal  from  hospital  bed  to 
morgue. 


CLASS  TITLE:  NURSING  ASSISTANT  CODE:  2302 

EXAMPLES  OF  DUTIES:   (continued) 

7.  Records  in  chart  patient  care  activities  provided.  May  prepare  other 
simple  records. 

8.  When  assigned  to  the  San  Fransicso  Unified  School  District,  assists  in 
providing  personal  care  to  wheelchair  bound,  disabled  and  incontinent  students 
such  as  assisting  with  transporting,  toileting,  feeding  and  changing  soiled 
clothing;  may  assist  physical  therapist  in  administering  to  physically 
handicapped  children;  assists  in  applying  or  removing  prosthetic  devices. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qual ifications. . .and  other 
particulars...  Applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge.  Abilities  and  Skills:  Knowledge  of  basic  methods  and  procedures 
of  nursing  aide  work  as  applied  to  patient  care. 

Ability  to:  Relate  effectively  with  staff,  patients  and  visitors; 
communicate  effectively  both  verbally  and  in  writing;  physically  move  and 
transfer  patients;  work  in  situations  with  patients  having  various  emotional  and 
psychological  conditions;  cope  with  and  adjust  to  changes  in  other  than  routine 
situations;  prevent  losses  in  the  use  of  various  materials,  supplies  and 
equipment. 

Certification:  Some  positions  may  require  a  current  Nursing  Assistant 
certificate  issued  by  the  California  Department  of  Health  Services. 

AMENDED:   2/12/67;  8/2/82 
RETITLED  AND  AMENDED:   3/2/92 
#4270c 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
SAN  FRANCISCO  DEPARTMENT  OF  HUMAN  RESOURCES 

2303  MENTAL  HEALTH  REHABILITATION  WORKER 

Definition: 

Under  direct  supervision  performs  a  variety  of  routine  duties  involving  care  of  mentally  ill 
patients;  performs  direct  patient  care;  observes  and  reports  changes  in  the  behavior  and  physical 
status  of  patients;  provides  a  clean  and  safe  environment;  and  performs  related  duties. 

Distinguishing  Features: 

The  Mental  Health  Rehabilitation  Worker  is  distinguished  from  the  2586  Health  Worker  II  in  that 
the  Health  Worker  II  provides  a  wide  variety  of  paraprofessional  duties  in  a  variety  of  patient  care 
settings,  whereas  the  focus  of  the  Mental  Health  Rehabilitation  Worker  is  assisting  the  patient 
with  activities  of  daily  living  and  in  assisting  others  to  provide  nursing  and/or  psychiatric  patient 
care  within  a  Mental  Health  Rehabilitation  Facility.  The  Mental  Health  Rehabilitation  Worker  is 
distinguished  from  the  Licensed  Psychiatric  Technician  and  Licensed  Vocational  Nurse  in  that  the 
Licensed  Psychiatric  Technician  and  Licensed  Vocational  Nurse  perform  higher  level 
paraprofessional  functions  including  administration  of  medication  within  their  scope  of  practice. 

Supervision  Exercised 

None. 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of 
the  duties  assigned  to  this  class  and  are  not  intended  to  be  an  inclusive  list. 

1.  Under  direct  supervision,  and  as  part  of  the  treatment  team,  provides  routine  patient  care  in 
accordance  with  established  policies,  procedures  and  standards. 

2.  Establishes  and  maintains  a  therapeutic  relationship  with  patients. 

3.  Reviews  patient's  admission  documentation  and  notes  pertinent  facts  regarding  diagnoses 
and  treatment  history. 

4.  Reviews  and  implements  treatment  plans. 

5.  Observes,  records  and  reports  patient  social  and  psychiatric  behavior  and  physical  conditions. 

6.  Under  the  guidance  of  the  rehabilitation  staff,  participates,  assists,  and  facilitates 
rehabilitation  groups. 


2303  MENTAL  HEALTH  REHABILITATION  WORKER 

7.  Assists  patients  with  Activities  of  Daily  Living  and  self  care  needs. 

8.  Assists  in  patient  review  and  assessment  of  patient  care  plans,  participates  in  multi- 
disciplinary  team  meetings  and  treatment  planning  by  reporting  observations  and  concerns  and  by 
asking  questions. 

9.  Attends  and  participates  in  community  meetings  and  groups. 
10.  Performs  other  duties  as  required. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  knowledge  of  patient  aide  duties,  principles,  legal  requirements  of  care  and 
treatment  tools  for  mental  health  patients  Ability  to:  assist  patients  of  diverse  backgrounds;  work 
under  occasional  stress;  understand  and  follow  written  and  oral  instructions  and  procedures; 
communicate  with  patients  and  staff. 

Experience  and  Training  Guidelines: 

Experience:  One  year  of  experience  working  with  the  mentally  ill  population 

Certificate:  May  require  CNA  certificate 

ADOPTED        8/5/96 

REASON  FOR  CREATION  OF  A  NEW  CLASS 

There  is  no  existing  class  that  adequately  describes  the  essential  functions  of  this  class. 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(AMENDED) 

CLASS  TITLE:   PSYCHIATRIC  ORDERLY  CODE:   2304 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  assists  in  the  care  of  mentally  ill,  emotionally  disturbed, 
violent  and  potentially  violent  psychiatric  patients;  observes  patients  for  changes 
in  behavior  and  takes  proper  corrective  or  preventive  measures;  renders  personal 
care  to  incompetent  and  seriously  disturbed  patients;  assists  in  admitting  patients 
and  preparing  admission  records;  and  performs  related  duties  as  required*,  . 

Requires  responsibility  for:   carrying  out  existing  methods  and  procedures 
applicable  to  the  care  of  psychiatric  patients;  achieving  economies  or  preventing 
losses  through  safeguarding  and  proper  handling  and  use  of  materials,  supplies 
and  equipment;  making  occasional  contacts  outside  of  the  immediate  assigned  work 
area  with  employees  and  visitors;  keeping  routine  records  in  connection  with 
admission  of  patients  and  their  subsequent  progress  and  treatment.  Nature  of  work 
involves  adherence  to  a  number  of  established  procedures  requiring  exercise  of 
independent  judgment,  often  under  emergency  conditions,  requiring  considerable 
physical  effort  in  controlling  or  restraining  violent  patients,  with  continuous 
exposure  to  conditions  which  may  result  in  accidents  or  injuries  or  other 
disagreeable  situations. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  admitting  mentally  ill  and  disturbed  psychiatric  patients; 
prepares  and  writes  admission  sheets,  record  of  clothing,  valuables  and  other 
personal  property;  obtains  required  specimens  for  laboratory  analysis;  gives 
baths;  takes  temperatures,  pulse  and  respjration  readings. 

2.  Supervises  psychiatric  patients  including  those  with  suicidal  or  homicidal 
and  alcoholic  tendencies;  observes  patients  for  signs  of  change  in  behavior  and 
takes  proper  measures  to  correct  situations;  prevents  patients  from  using  items 

or  objects  which  might  cause  injuries  to  themselves  or  others. 

3.  Assists  in  administering  medications;  observes  patients  following 
electric  shock  and  insulin  shock  therapy  and  reports  unfavorable  reactions. 

4.  Administers  to  the  comfort  and  well  being  of  patients;  cleans  those 
that  are  incontinent;  feeds  those  unable  to  feed  themselves. 

5.  Takes  patients  to  X-ray,  dental  or  other  clinics  or  laboratories  as 
necessary. 

6.  Changes  and  makes  patients'  beds;  keeps  room,  beds,  utensils  and  equipment 
clean  and  orderly. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supplemented  by  one 
year  of  hospital  orderly  experience,  or  an  equivalent  combination  of  training  and 
experience,  PLUS  DEMONSTRATED  INTEREST  AND  ABILITY  IN  CARING  FOR  PSYCHIATRIC  PATIENTS. 

Knowledge .,  Abilities  and  Skills:  Requires  ability  to  learn  working  knowledge  of 
established  psychiatric  methods  and  procedures  in  handling  mentally  disturbed  patients, 
sometimes  under  difficult  and  emergency  situations. 

Requires  ability  to:  get  along  well  with  others;  emotional  stability  and 
adaptability,  under  strain,  to  conditions  and  behavior  of  psychiatric  patients. 

Requires  skill  in  recognizing  sudden  changes  in  patients'  behavior. 

PROMOTIVE  LINES: 

To:   Psychiatric  Technician 
From:   Orderly 

Licensed  Vocational  Nurse 
Amended:  May  31,  1972 


£ 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  PSYCHIATRIC  TECHNICIAN  COOS:   2305 

CHARACTERISTICS  OF  THE  CLASS: 

Under  the  direction  of  a  licensed  physician  or  registered  nurse,  performs 
responsible  nursing  and  therapeutic  procedures  in  the  care  and  treatment  of 
mentally  ill,  emotionally  disturbed,  or  mentally  retarded  patients;  observes  and 
recognizes  symptoms  and  reactions  of  such  patients  and  accurately  records  these; 
carries  out  treatments  and  medications  as  prescribed  by  a  licensed  physician;  and 
performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  is  a  journeyman- level  classification  in  which  employees  are  expected  to 
provide  a  basic  level  of  general  and  psychiatric  nursing  care  to  patients,  and  are 
expected  through  their  attitude,  knowledge,  and  performance  to  facilitate  the 
rehabilitation  of  the  patient.  The  Psychiatric  Technician  normally  receives  direction 
from  a  registered  nurse  or  licensed  physician. 

EXAMPLES  OF  DUTIES: 

1.  Gives  a  basic  level  of  general  and  psychiatric  nursing  care  to  mentally  ill, 
emotionally  disturbed,  and  mentally  retarded  patients;  works  with  other  disciplines 

as  part  of  the  treatment  team  to  provide  an  overall  treatment  program  for  the  patient. 

2.  Under  supervision,  may  perform  nursing  procedures  such  as  administering 
medications  and  treatments,  including  oral  medications,  hypodermic  injections, 
catheterizations  and  enemas,  taking  and  charting  temperature,  pulse  and  respiration; 
observes  patients'  condition  and  behavior;  reports  significant  changes  to  supervisor 
or  physician  and  records  nursing  notes  on  patients;  prepares  patients  and  cares  for 
them  during  treatment;  gives  first  aid  as  needed. 

3.  Helps  to  create  a  safe  and  therapeutic  environment  for  patients;  applies 
mental  hygiene  principles  in  all  relationships  with  patients;  motivates  patients 
to  develop  self-reliance  in  daily  living. 

k-     Develops,  encourages  participation  in,  and  supervises  unit  group  and 
individual  program  activities  for  patients;  assists  rehabilitation  therapists  in 
occupational,  recreational,  and  industrial  therapy  for  patients, 

5.  Assists  patients  with  feeding,  habit  training,  and  maintaining  a  well-groomed 
appearance;  keeps  patients  and  their  beds,  clothing,  and  living  areas  clean;  follows 
safe  practices;  protects  patients  from  personal  injury. 

6,  Receives  visitors  and  encourages  their  interest  in  the  patients'  welfare; 
escorts  patients  on  the  facility  premises  and  to  and  from  the  community;  orders 
supplies  as  needed;  keeps  records;  participates  in  in-service  training  programs. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Must  meet  the  current  education  and  experience 
requirements  specified  by  the  Board  of  Vocational  Nurse  and  Psychiatric  Technician 
Examiners  of  the  State  of  California  for  licensure  as  a  Psychiatric  Technician. 

Knowledge. 'Abilities  and  Skills:  Requires  a  general  knowledge  of  nursing  care, 
general  and  psychiatric  procedures;  patient  behavior  and  mental  hygiene  principles  and 
techniques  involved  in  the  care  and  treatment  of  individual  or  groups  of  mentally  ill, 
emotionally  disturbed,  or  mentally  retarded  patients;  current  first-aid  methods; 
medical  terminology j  pharmacology. 


-  2  - 
CLASS  TITLE:  PSYCHIATRIC  TECHNICIAN  CODE:  2305 

MINIMUM  QUALIFICATIONS  (continued)  (0 

Knowledge.  Abilities  and  Skills  (continued) 

Requires  ability  to  :  Learn  and  apply  general  and  psychiatric  knowledge,  skills 
and  attitudes;  establish  effective  therapeutic  relationships  with  patients;  carry 
out  occupational,  recreational,  and  industrial  therapy  programs  for  patients;  follow 
directions;  keep  appropriate  records;  analyze  situations  accurately  and  take 
effective  action;  to  control  or  restrain  violent  patients,  with  continuous  exposure 
to  conditions  which  may  result  in  accidents,  injuries  or  other  disagreeable  situations. 

Requires  aptitude  for  the  interest  in  working  with  mentally  ill,  emotionally 
disturbed,  or  mentally  retarded  patients;  understanding  of  the  behavior  of  patients; 
emotional  stability;  willingness  to  comply  with  policies;  patience,  tact,  alertness; 
pleasing  personality;  neat  personal  appearance. 

License:  Requires  possession  of  a  current  valid  psychiatric  technician's 
license  issued  by  the  Board  of  Vocational  Nurse  and  Psychiatric  Technician  Examiners 
of  the  State  of  California. 

PROMOTIVE  LINES: 

To  :  To  be  determined 

From:  2304  Psychiatric  Orderly 

Original  entrance  examination 

AMENDED:   11-1-76 


(NEW  CLASS) 

SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

H|    CLASS  TITLE:   SENIOR  PSYCHIATRIC  ORDERLY  CODE:  2306 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  provides  psychiatric  admission  services  to  patients 
of  a  Community  Mental  Health  Services  facility;  provides  information  to  patients, 
relatives,  and  others  regarding  availability  of  treatment  services;  performs  cleri- 
cal duties;  arranges  for  emergency  treatment  and  aids  in  the  restraint  of  severely 
disturbed  patients;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   Carrying  out  existing  methods  and  procedures 
pertaining  to  the  admission  of  psychiatric  patients;  making  frequent  contacts  with 
patients,  relatives,  and  others;  preparing  routine  forms  pertaining  to  the  regis- 
tration of  psychiatric  patients;  using  the  skills  of  a  psychiatric  orderly  in 
dealing  with  disturbed  patients;  reporting  to  the  police  on  cases  which  are  their 
concern. 

DISTINGUISHING  FEATURES: 

This  class  is  distinguished  from  class  2304-  Psychiatric  Orderly  in  that  the 
primary  duty  of  this  class  is  to  provide  initial  admission  services  to  patients 
of  a  Community  Mental  Health  facility,  and  in  that  a  greater  use  of  independent 
judgement  is  required  and  a  lesser  degree  of  supervision  is  received.  This  class 
is  distinguished  from  class  2903  Eligibility  Worker  in  that  class  2306  Senior 
Psychiatric  Orderly  provides  only  for  registration  of  patients,  and  in  addition 
requires  the  skills  of  a  psychiatric  orderly  to  be  used  in  dealing  with  disturbed 
yt         patients. 

EXAMPLES  OF  DUTIES: 

1.  Greets  patients,  relatives  and  other  inquirers  in  person  and  on  the 
telephone;  provides  information  and  advice  regarding  treatment  services  and  direc- 
tion to  appropriate  areas  of  the  facility. 

2.  Obtains  information  from  patients,  relatives  and  others  regarding  admis- 
sion to  a  Mental  Health  facility,  records  data  on  prescribed  admission  forms, 
registers  patients,  and  obtains  necessary  clearances  and  consents  for  patients. 

3.  Makes  arrangements  as  directed  for  transportation  of  patients  to  the 
facility  or  to  other  treatment  agencies  as  part  of  the  emergency  service  or  as 
part  of  discharge  planning  from  inpatient  services. 

U»       Arranges  for  immediate  emergency  treatment  for  seriously  disturbed 
psychiatric  patients,  aiding  in  the  restraint  of  such  patients  as  necessary;  may 
make  home  visits  as  part  of  an  emergency  team. 

5.   Obtains  and  reports  to  the  police  information  about  cases  which  are  of 
their  concern. 


* 


6.  Types  clerical  records  regarding  emergency  and  admission  services; 
compiles  routine  reports;  maintains  patient  registration  files. 

7.  As  directed,  may  perform  the  duties  of  a  psychiatric  orderly. 


-2- 
CLASS  TITLE:  SENIOR  PSYCHIATRIC  ORDERLY  CODE:  2306 

i 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supplemented  by- 
two  years  of  experience  performing  the  duties  of  a  psychiatric  orderly  in  a  hospital 
or  comparable  medical  setting,  or  an  equivalent  combination  of  training  and  exper- 
ience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  working  knowledge  of  estab- 
lished psychiatric  methods  and  procedures  in  handling  mentally  disturbed  patients, 
sometimes  in  difficult  and  emergency  situations;  interviewing  techniques;  the 
variety  and  location  of  treatment  services  of  Community  Mental  Health  Services. 

Requires  ability  to:  Get  along  well  with  others;  remain  stable  and  adaptable 
under  difficult  conditions;  recognize  sudden  changes  in  patients  behavior. 

Requires  sufficient  clerical  skill  to  maintain  accurate  files  in  the  central 
patients'  register,  and  sufficient  typing  skill  to  complete  30  net  words  per 

minut  e . 

PROMOTIVE  LINES: 

To  :  No  normal  lines  of  promotion 

From:  2304  Psychiatric  Orderly 

Original  entrance  examination 


ADOPTED:   10/6/69 


CLASS  TITLE:   SURGICAL  AIDE  CODE:   2308 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  a  variety  of  tasks  in 
assisting  with  activities  and  procedures  in  the  surgical  and  emergency 
divisions;  transfers  surgical  patients  to  and  from  wards;  assists  in 
keeping  operating  rooms  and  equipment  in  clean  and  orderly  condition; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  established  methods  and 
procedures;  preventing  losses  through  proper  handling  and  use  of 
materials,  equipment  and  supplies;  making  routine  contacts  with  nurses, 
surgeons,  other  hospital  employees  and  patients.  Nature  of  work 
requires  some  physical  effort  in  handling  and  transferring  patients 
and  hospital  equipment  with  some  exposure  to  accident  and  health 
hazards  and  intermittent  exposure  to  several  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Performs  a  number  of  routine  duties  in  assisting  with  prepar- 
ations for  surgical  procedures;  prepares  adequate  supplies  of  spinal 
and  caudal  sets  by  cleaning  and  washing  needles,  medicine  glasses  and 
luers. 

2.  Arranges  equipment,  drugs,  sponges  and  other  items  in  packs 
for  sterilization;  checks  all  sterilized  supplies  to  assure  correct 
amounts  on  hand  at  all  times,  and  stores  in  proper  places;  washes  and 
places  surgical  instruments  in  autoclave  for  sterilization;  operates 
autoclave  at  required  temperature,  pressure  and  timing. 

3.  Maintains  sterilized  supplies  in  all  operating  rooms  including 
different  types  of  gauze,  bias  stockinette,  sheet  wadding,  pads,  sponges 
and  other  items. 

h.      Supervises  and  participates  in  transporting  patients  to  and 
from  wards. 

5.   Assists  in  keeping  premises  and  equipment  in  clean  and  orderly 
condition. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  one  year  of  practical  experience  in  giving  bedside 
care  to  hospital  patients,  preferably  including  special  training  in 
the  care  of  operating  room,  instruments,  cleaning  and  sterilizing;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  working  knowledge  of  the 
care  of  hospital  patients,  especially  in  conjunction  with  preparations 
for  operative  procedures  and  post-operative  techniques. 

Requires  diligence,  intelligence  and  alertness  in  working  alone  or 
in  assisting  nurses,  surgeons  and  others  with  pre -operative  and  post- 
operative procedures. 


CLASS  TITLE:  SURGICAL  AIDE  (continued) 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Licensed  Vocational  Nurse 
Orderly 


CODE:   2308 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

(NEW  CLASS) 

CLASS  TITLE:   OPERATING  ROOM  TECHNICIAN  CODE:   2310 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision  of  the  operating  room  nurse,  acts  as  a  technically  trained  as- 
sistant to  a  surgeon  in  a  nursing  capacity  under  conditions  of  asepsis  as  defined 
in  the  operating  room;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   Carrying  out  established  methods  and  procedures;  ob- 
serving good  personal  hygiene  and  dressing  in  proper  operating  room  attire;  prevent- 
ing losses  through  proper  handling  and  use  of  materials,  equipment,  and  supplies; 
making  frequent  contacts  with  nurses,  surgeons,  other  hospital  employees  and  patients. 

DISTINGUISHING  FEATURES: 

Class  2310  Operating  Room  Technician  differs  from  class  2340  Operating  Room  Nurse 
in  that  the  latter  performs  duties  with  more  independence  and  under  more  general 
direction  and  is  held  professionally  responsible  for  the  work.   Class  2310  Operating 
Room  Technician  differs  from  class  2308  Surgical  Aide  by  the  performance  of  more 
technical  and  specialized  duties  and  by  the  fact  that  class  2308  Surgical  Aide  does 
not  assist  during  surgery. 

EXAMPLES  OF  DUTIES: 

1.  As  scrub  assistant,  creates  a  sterile  field  for  the  operation;  scrubs,  dons  and 
removes  gowns  and  gloves  for  self  and  doctors  in  prescribed  manner;  sets  up  sterile 
tables,  drapes  patient  and  anticipates  needs  of  and  assists  physician  by  handing  and 
receiving  instruments  and  supplies;  holds  retractors  if  requested;  after  operation, 
removes  linens,  drapes  and  equipment,  and  prepares  operating  room  for  next  operation. 

2.  As  circulating  assistant,  arranges  operation  set-ups  with  any  variations  re- 
quested by  physician;  assists  in  the  cleaning  and  preparation  of  the  operating  room, 
placing  furniture,  drapes  and  equipment  in  correct  position;  assists  patient  from 
bed  to  operating  table;  assists  with  skin  preparation,  application  of  routine  body 
restraints  and  positioning  of  patient;  after  operation,  assists  with  dressing  and 
transfer  of  patient  to  recovery  room, 

3.  Sees  that  operating  supplies  and  equipment  are  kept  clean  and  in  order;  keeps 
room  in  order;  opens  packs  and  dispenses  sterile  supplies;  arranges  sterile  instru- 
ments and  other  supplies  in  specified  fashion;  after  operation,  assists  with 
cleaning  room,  checking  and  replenishing  supplies;  cleans  and  sterilizes  supplies 
in  specified  manner. 

4.  Controls  the  location  of  contaminated  instruments  and  supplies  to  prevent 
spread  of  infection;  reports  breaks  in  sterile  technique  immediately  to  the  person 
breaking  technique  and  to  operating  room  nurse. 

5.  May  have  specified  area  of  instruments  or  equipment  to  keep  in  good  order; 
cleans,  oils  and  stores  instruments  as  prescribed;  selects  instrument  sets  for  sur- 
gery; reports  broken  equipment  to  supervisor. 

6.  Interprets  hospital  rules  and  regulations  as  related  to  operating  room;  may 
explain  operating  room  procedures  to  patients;  assists  nurses  in  training  other 
personnel  operating  room  techniques,  procedures  and  equipment,  and  in  orienting 
personnel. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school  and  either  possession 
of  a  valid  license  as  a  vocational  nurse  issued  by  the  State  Board  of  Vocational 


(NEW  CLASS) 

CLASS  TITLE:   OPERATING  ROOM  TECHNICIAN  CODE:   2310 

MINIMUM  QUALIFICATIONS:   (contd) 

Training  and  Experience: 

Nurses  and  Psychiatric  Technician  Examiner  and  four  months  of  operating  room  ex- 
perience or  possession  of  a  certificate  of  graduation  from  an  accredited  school  of 
operating  room  techniques  and  four  months  of  operating  room  experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  and  demonstrated 
skills  in:   Operating  room  techniques  and  procedures,  including  principles  of 
asepsis;  use  and  maintenance  of  special  operating  room  equipment;  cleaning  and 
sterlilization  of  instruments;  organizing  skills  as  related  to  operating  room  pro- 
cedures; nursing  skills  and  current  practices. 

Requires  ability  to:   Cope  with  operating  room  problems;  explain   4nd  carry  out 
hospital  rules,  policies  and  procedures  as  related  to  operating  room;  work  effectively 
with  operating  room  team  members;  assist   nurses  in  teaching  other  personnel 
operating  room  techniques,  procedures  and  equipment;  assist  in  orienting  personnel; 
explain  operating  room  procedures  to  patients. 

Requires  continuing  interest  in  self-development  and  technical  growth  evidenced  by 
familiarity  with  new  development  and  trends  related  to  operating  room  techniques 
and  procedures. 


ADOPTED:   12/8/69 


CLASS  TITLE:  LICENSED  VOCATIONAL  NURSE  CODE:   2312 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  elementary  routine  nursing  duties 
in  rendering  nursing  care  to  patients  or  in  assisting  a  registered  nurse 
in  performing  such  duties;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  established  methods 
and  procedures;  achieving  minor  economies  or  preventing  minor  losses 
through  the  proper  use  and  handling  of  equipment,  materials  and  supplies; 
making  contacts  with  other  employees  and  visitors;  keeping  routine 
patient  records  and  reports.   Nature  of  work  requires  sustained  physical 
effort  involving  considerable  standing,  walking,  bending,  stooping 
and  occasional  heavy  lifting,  with  frequent  exposure  to  accident  and 
health  hazards  and  several  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Gives  nursing  care  to  patients,  under  supervision  of  a  regis- 
tered nurse;  gives  bed  baths  and  sitz  baths;  gives  special  back  care; 
assists  physician  in  absence  of  the  registered  nurse. 

2.  Takes  temperatures,  pulse,  respiration  and  blood  pressure 
readings;  observes  and  reports  patients'  symptoms  to  the  registered  nurse 
in  charge. 

3.  Serves  water,  food  and  other  nourishments  to  patients;  serves 
special  diets;  feeds  helpless  patients  and  arranges  food  for  semi- 
invalids. 

h.  Makes  and  changes  patients'  beds;  makes  up  complete  bed  units 
when  patients  terminate  their  stay;  makes  up  emergent  beds,  as  needed; 
assists  in  folding  linens  and  placing  on  shelves. 

5.  Assists  in  cleaning  treatment  room,  bathrooms  and  utility 
rooms. 

6.  Cleans  and  sets  up  equipment  for  physician's  use;  sterilizes 
equipment;  makes  up  packs  to  be  autoclaved. 

7.  Assists  patients  in  and  out  of  bed;  assists  in  preparing  and 
transporting  pre-operative  patients  to  other  departments  and  wards. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school 
and  either  an  approved  course  in  vocational  nursing  of  at  least  nine 
months  duration,  including  training  in  the  care  of  the  sick  under  the 
direction  of  competent  medical  and  nursing  instructors,  or  completion 
of  at  least  one  year  in  an  accredited  school  of  professional  nursing; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  working 
knowledge  of  vocational  nursing  procedures,  and  hospital  rules,  regu- 
lations and  procedures. 

Requires  ability  to  keep  routine  records  concerning  patient  care 
and  progress  and  work  under  considerable  mental  and  physical  strain. 

Requires  skill  in  the  use  of  hospital  utensils,  apparatus  and 
equipment . 


CLASS  TITLE?  LICENSED  VOCATIONAL  NURSE  (Continued)        CODE:   2312 

License :  Requires  possession  of  a  valid  license  as  a  vocational 
nurse  issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES; 

To :  No  normal  lines  of  promotion. 

From;  Orderly 

Original  entrance  examination 
Practical  Nurse 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

(NEW  CLASS)  /  DOCUMENT: 


CLASS  TITLE;      WARD  CLERK  AU  u   i   .    13/1  CODE:      2313 

SAN  FrtANCISCO 

CHARACTERISTICS  OF  THE  CLASS:  F ■ 'rpar- 

Under  supervision,  performs  clerical  and  receptionist  duties  on  a  hospital  ward; 
maintains  clerical  data  and  physical  work  site  in  accordance  with  standard  practices; 
provides  support  to  medical  staff  and  acts  as  liaison  between  patient  and  family,  medi- 
cal and  nursing  staffs  and  other  hopsital  departments;  and  performs  related  duties  as 
requiredo 

Requires  responsibility  for  carrying  out  existing  methods  and  procedures  relating 
to  record  transcription,  maintenance,  reports  and  notifications;  ordering  clerical  and 
hospital  supplies  as  needed;  receiving  and  relaying  information  promptly  and  accurately 
to  nursing  staff,  medical  staff,  patients  and  public  according  to  hospital  policy. 
Nature  of  work  requires  some  exposure  to  health  hazards  and  disagreeable  elements  in- 
herent in  patient  care;  may  require  dealing  with  emotionally  disturbed  persons, 

EXAMPLES  OF  DUTIES: 

1,  Assists  in  admission,  transfer  and  discharge  of  patients  by  processing  cleri- 
cal forms  and  notification  of  persons  or  other  departments  concerned,. 

2„   Greets  and  directs  visitors,  physicians  and  hospital  personnel;  answers  phones 
and  places  calls  according  to  direction  or  neede 

30   Charts  patient's  vital  signs  from  data  supplied  by  nursing  personnel;  as  di- 
rected, transposes  physicians  and  nurses  orders  and  comments  from  notes  to  patients' 
medical  history  files;  receives,  attaches,  prepares  and  completes  medical  forms  and 
cards. 

40   Assists  patients  by  delivering  flowers,  menus  and  mail  and  places  telephone 
calls  for  patients;  orders  personal  items  from  storage  upon  request;  orders  newspapers, 
personal  services  for  patients,, 

5.   May  be  required  to  type  letters,  reports  and  records  and  related  forms  rela- 
tive to  ward  station  operations. 

MINIMUM  REQUIREMENTS: 

Training  and  Experience:   Requires  completion  of  high  school  supplemented  by  two 
years  experience  as  Ward  Clerk,  hospital  orderly  with  demonstrated  clerical  competency 
or  diversified  typing  or  clerical  experience  directly  related  to  the  medical  profession 
or  two  years  additional  education  in  a  school  of  nursing  or  medical  services* 

Knowledge.  Abilities  and  Skills:   Requires  good  working  knowledge  of  medical 
terminology  and  their  meanings  and  hospital  routines  and  proceduresD   Requires  knowledge 
of  general  clerical  procedures,  telephone  techniques,  basic  mathematical  and  communi- 
cating procedures,, 

Requires  ability  to  work  effectively  and  pleasantly  under  stressful  situations 
for  sustained  periods  of  time;  work  cooperatively  with  persons  of  diverse  abilities  and 
temperments;  plan,  organize  and  maintain  clerical  records;  respond  with  flexibility  to 
situations  unusual  and  emergent . 

May  require  sufficient  skill  in  typing  to  complete  35  words  per  minute, 

PROMOTIVE  LINES: 

To   :   To  be  determined 

From:   1424  Clerk  Typist 
1404  Clerk 
2302  Orderly 

ADOPTED:   3/29/71 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
SAN  FRANCISCO  DEPARTMENT  OF  HUMAN  RESOURCES 

2314  PUBLIC  HEALTH  TEAM  LEADER 

Definition: 

Under  general  supervision,  supervises  employees  performing  a  variety  of  patient  care  duties 
involving  management  and  care  of  mentally  ill  patients;  personally  performs  difficult  and 
responsible  patient  care  duties;  and  performs  related  duties  as  required. 

Distinguishing  Features 

The  Public  Health  Team  Leader  is  distinguished  from  Licensed  Vocational  Nurse,  Licensed 
Psychiatric  Technician,  and  Mental  Health  Rehabilitation  Worker  in  that  the  Public  Health  Team 
Leader  has  first  line  supervisory  responsibility  over  those  classes. 

Supervision  Exercised: 

Provides  leadership  on  Clinical  Standards  for  Mental  Health  Rehabilitation  Workers,  Licensed 
Vocational  Nurses  and  Licensed  Psychiatric  Technicians. 

Examples  of  Important  and  Essential  Duties 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of 
the  duties  assigned  to  this  class  and  are  not  intended  to  be  an  inclusive  list. 

1.  Supervises  a  variety  of  patient  care  duties  involving  management  and  care  of  mentally  ill 
patients;  assists  in  evaluation  of  staff  and  program  needs. 

2.  Participates  in  establishing  clinical  standards;  inputs  on  unit  issues. 

3.  Makes  shift  assignment  and  evaluates  quality  and  completeness  of  work. 

4.  Provides  direct  care  in  accordance  with  established  policies,  procedures,  and  standards  of 
care. 

5.  Identifies,  monitors,  observes,  records  and  reports  patients'  physical  and  psychological 
condition  and  behavior. 

6.  Establishes  and  maintains  therapeutic  relationships  with  patients  and  those  persons  significant 
to  them. 

7.  Assists  clinicians  in  the  implementation  of  therapeutic  and  diagnostic  treatment  and 
procedures. 


2314  PUBLIC  HEALTH  TEAM  LEADER 

8.  Administers  medications  using  appropriate  interventions. 

9.  Observes,  notes,  and  reports  the  effects  and  side  effects  of  medications. 

10.  Conducts  in-service  training  programs. 

1 1 .  Participates  in  multi  disciplinary  treatment  planning. 

12.  Obtains  and  transports  laboratory  specimens. 

1 3 .  Performs  other  duties  as  assigned. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  requires  knowledge  of  the  principles  of  supervision,  basic  physio- 
psychopathology,  principles  and  legal  requirements  of  the  care  of  mental  health  patients,  current 
therapeutic  techniques  and  pharmacology.  Ability  to:  perform  basic  nursing  procedures,  work 
under  occasional  stress,  and  work  cooperatively  with  others;  communicate  orally  and  in  writing. 

Experience  and  Training  Guidelines 

Experience:  Two  years  experience  as  a  Licensed  Psychiatric  Technician  or  a  Licensed  Vocational 
Nurse  providing  psychiatric  nursing  care  in  a  skilled  facility  or  psychiatric  acute  care  setting  or 
related  mental  health  setting. 

License:  Requires  current  license  as  a  Licensed  Vocational  Nurse  or  Licensed  Psychiatric 
Technician 

ADOPTED        8/5/96 

REASON  FOR  CREATION  OF  A  NEW  CLASS 

There  is  no  existing  class  that  adequately  describes  the  essential  functions  of  this  class 


CLASS  TITLE:  REGISTERED  NURSE  CODE:  2320 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  supervision,  performs  professional  nursing  duties  in 
hospitals,  emergency  hospitals,  clinics,  sanitariums  and  other  institu- 
tions; administers  treatment  to  patients  as  instructed  by  physician; 
observes  patients'  symptons;  keeps  related  charts  and  records  in 
accordance  with  standard  practices;  may  direct  the  work  of  subordinate 
assistants;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  existing  methods  and 
procedures  relating  to  Various  aspects  of  patient  care;  achieving 
moderate  economies  or  preventing  moderate  losses  through  the  proper  use 
and  handling  of  hospital  and  medical  equipment,  materials  and  supplies; 
contacting  physicians,  nursing  supervisors  and  other  employees,  for  the 
purpose  of  furnishing  and  obtaining  information  on  medical  and  nursing 
care  matters;  maintaining  charts  and  records  concdrning  patient*  s 
treatment,  care  and  progress  and  compiling  related  data  and  reports. 
Nature  of  work  requires  sustained  physical  effort  involving  considerable 
standing,  walking,  bending,  stooping  and  occasional  heavy  lifting,  with 
frequent  exposure  to  accident  and  health  hazards  and  disagreeable  working 
conditions  inherent  in  nursing  services  and  patient  bedside  care. 

EXAMPLES  OF  DUTIES: 

1.  Renders  nursing  care  to  hospitalized  patients  within  an 
assigned  ward  or  unit;  observes  and  reports  symptoms  and  conditions  of 
patients  to  physician  or  head  nurse. 

2.  Takes  and  records  temperatures,  respiration  arid  pulse;  admin- 
isters medication  under  doctor's  instructions,  notes  reactions  and  reports 
unusual  results  or  circumstances. 

3.  Sets  up  treatment  trays,  prepares  instruments  and  other  equip- 
ment; assists  physicians  with  treatments. 

U.   Assists  in  administering  highly  specialized  therapy;  maintains 
records  reflecting  patient's  condition,  medication,  treatment  and  reactions. 

5.  May  direct  the  work  of  auxilliary  sub-professional  personnel  in 
performing  various  tasks  in  assisting  with  the  care  and  comfort  of 
patients  and  the  cleanliness  and  sanitation  of  ward,  hospital  beds,  and 
appurtenant  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  graduation  from  an  accredited  school  of  nursing  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  working 
knowledge  of  modern  methods,  techniques  and  procedures  used  in  professional 
nursing,  including  understanding  of  medical  terminology  and  hospital 
routines,  procedures,  equipment  and  facilities. 

Requires  ability  to:  work  cooperatively  with  others;  keep  patient 
case  records  and  prepare  related  reports;  plan,  organize,  assign  and 
inspect  the  work  of  sub-professional  subordinates;  use  good  judgment 
in  unusual  and  emergent  situations. 


CLASS  TITLE:  REGISTERED  NURSE  (Continued)  CODE:  2320 

License:  Possession  of  a  valid  certificate  as  a  registered  nurse 
issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES: 

To:  Head  Nurse 

From:  Original  Entrance  Examination 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
SAN  FRANCISCO  DEPARTMENT  OF  HUMAN  RESOURCES 

2322  NURSE  MANAGER 

Definition: 

Under  general  direction,  supervises,  plans,  assigns,  directs  and  monitors  the  clinical  and 
administrative  activities  of  Registered  Nurses  and  ancillary  staff  in  an  assigned  area;  oversees  and 
evaluates  patient  care  through  observations  and  chart  review;  articulates,  teaches,  interprets  and 
enforces  general  and  community  health  policies,  protocols,  procedures  and  services;  assists  in 
developing  and  managing  the  budget;  coordinates  activities  with  other  departments,  programs, 
community  agencies,  schools  and  civic  groups;  assesses  the  need  for  staff  development  and  plans 
ongoing  education  programs;  may  be  assigned  management  responsibilities  in  programs  requiring 
highly  specialized  Knowledge  in  areas  such  as  Quality  Improvement,  Utilization  Management, 
Nursing  Systems/Operations  Management.  Infection  Control,  Epidemiology, Sterile  Processing, 
or  manages  the  nursing  care  component  or  a  Workers'  Compensation  Division;  and  performs 
related  duties  as  required. 

Distinguishing  Features: 

This  is  the  first  level  in  the  professional  nurse  management  series  and  is  assigned  highly 
specialized  functions  requiring  clinical  expertise  or  administrative  responsibilities  for  the  clinical 
management  of  a  program  or  a  group  of  Registered  Nurses,  Public  Health  Nurses  and  other  staff 
in  the  Community  Health  Network  (CHN)  of  San  Francisco,  or  the  Population  Health  and 
Prevention  Division  located  in  the  Department  of  Public  Health,  or  the  Workers'  Compensation 
Division  located  in  the  Department  of  Human  Resources.  This  class  is  distinguished  from  the  next 
higher  classes  2324  Nursing  Supervisor  and  2326  Psychiatric  Nursing  Supervisor,  in  that  the 
latter  are  responsible  for  directing  the  professional  nursing  and  ancillary  staff  within  a  broader 
range  of  patient  care  responsibility.  It  is  distinguished  from  class  2323  Clinical  Nurse  Specialist 
in  that  the  2323  Clinical  Nurse  Specialist  provides  specialized  clinical  nursing  duties  for  an 
individual  patient/client  or  select  group  of  clients  and/or  provides  education,  training,  information 
and  consultation  to  Registered  Nurses,  Public  Health  Nurses  and  ancillary  staff  in  an  area  of 
specialty. 

Supervision  Exercised: 

May  supervise  the  clinical  and  administrative  activities  of  Registered  Nurses,  Public  Health 
Nurses  and  ancillary  staff  in  an  assigned  area. 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of 
the  range  of  duties  assigned  to  this  class  and  are  not  intended  to  be  an  inclusive  list. 

1.  Supervises,  recruits,  selects,  assigns,  orients,  and  evaluates  professional  and  ancillary 
staff;  determines  staff  competency  and  certifies  staff  for  r^rforming  clinical  procedures; 
assesses  developmental  needs  of  staff  and  provides  educational  opportunities;  verifies 
validity  of  staff  licensure;  ensures  compliance  with  body  substance  precautions  and  other 
infection  control  guidelines;  counsels  staff  on  performance  expectations  and  discrepancies. 

2.  Participates  in  the  budget  process,  determines  need/justification  for  staffing  levels, 
equipment,  services  and  supplies;  ensures  the  maintenance  of  equipment  and  supplies; 
promotes  personal  and  environmental  safety. 

3.  Participates  in  the  development,  implementation,  and  evaluation  of  programs  and  clinical 
services,  organizational  standards,  and  utilization  measurements  in  collaboration  with 
others  and  in  accordance  with  regulatory  requirements. 

4.  Reviews  clinical  records  to  ensure  accuracy  and  comprehensiveness  of  documentation; 
analyzes  data,  records  and  reports  and  makes  appropriate  recommendations. 


2322  NURSE  MANAGER  (cont.) 

5.  Identifies,  investigates,  documents,  and  addresses  problems,  unusual  occurrences,  and 
complaints;  makes  recommendations  and/or  takes  corrective  action. 

6.  Develops,  implements,  and  evaluates  specialized  programs;  evaluates  specialized 
activities  and  supervises  designated  staff  when  assigned  to  a  specific  program;  gathers, 
reviews,  analyzes,  and  organizes  technical,  medical,  operating,  and  statistical 
data/reports/records  and  makes  recommendations. 

7.  Participates  in  committees  related  to  aspects  of  patient  care  and  organizational 
development/ integration. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Nursing  process,  principles  and  practices  and  their  relation  to  the  promotion  of 
wellness  and  the  prevention  and  treatment  of  illness  and  injury;  body  substance  precautions  and 
infection  control  practices;  budgeting  principles;  supervisory  and  administrative  practices;  clinical 
systems;  research  methods;  and  program  planning  and  evaluation. 

Ability  to:  Effectively  plan,  organize,  assign,  supervise  and  evaluate  work  of  subordinates;  work 
with  interdisciplinary  staff;  exercise  sound  judgment  and  think  logically  and  objectively;  instruct 
and  train  assigned  staff;  recommend  service  improvements;  establish  an  effective  working 
relationship  with  employee  organizations;  and  communicate  effectively. 

Experience  and  Training  Guidelines: 

Experience:  Requires  two  years  experience  in  the  designated  specialty. 

Training:  A  baccalaureate  degree  or  equivalent  training  and  experience. 

License:  Possession  of  a  valid  license  as  a  Registered  Nurse  issued  by  the  California  State  Board 
of  Registered  Nursing.  When  assigned  as  a  Nurse  Manager  in  community -oriented  primary  care 
clinics  or  home  health  care,  possession  of  a  certificate  as  a  Public  Health  Nurse  issued  by  the 
State  Department  of  Public  Health  is  required. 

Special  Requirements:  Knowledge  of  the  designated  speciality;  sensitivity  to,  and  experience 
working  with  the  ethnically,  culturally  and  socially  diverse  population  served  by  the  CHN  and  the 
Population  Health  and  Prevention  Division  of  the  Department  of  Public  Health. 

ADOPTED:  4/7/75 

AMENDED:  12/4/78;  6/2/86;  3/9/99 

REASON  FOR  AMENDMENT  OF  THE  CLASS:  It  is  necessary  to  amend  the  class 
specification  in  order  to  accurately  reflect  the  current  duties  of  the  class. 


DOCUMENTS  DEPT. 

MAR  1  8  1999 

SAN  HRANCISCO 
PUBLIC  LIBRARV 


(NEW  CLASS) 

SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   CLINICAL  NURSE  SPECIALIST  CODE:  2323 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  medical  and  nursing  direction,  performs  specialized  clinical 
nursing  duties  in  hospitals,  clinics,  health  centers,  and  individual  homes,  as 
part  of  a  clinical  team,  manages  the  nursing  care  of  a  selected  group  of  patients; 
provides  education,  training,  information  and  consultation  services  to  registered 
nurses,  public  health  nurses,  and  others  in  the  area  of  specialty,  which  may- 
include  Psychiatric  Nursing,  Maternal  Nursing,  Pediatric  Nursing,  Medical  Nursing, 
Surgical  Nursing,  Public  Health  Nursing,  or  others;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:  Developing,  interpreting,  coordinating  and 
implementing  new  arid  existing  policies, methods  and  procedures  for  nursing  care  in 
a  specialized  area;  interpreting  specific  areas  of  staff  and  patient  need  in 
specialized  nursing  programs;  keeping  informed  of  current  practices  and  trends  in 
the  specialty  area  and  incorporating  them  into  practice;  working  in  cooperation  with 
other  members  of  a  multidisciplinary  health  team;  making  professional  contacts  with 
a  variety  of  public  and  private  agencies  and  with  members  of  the  community. 

DISTINGUISHING  FEATURES: 

Class  2323  Clinical  Nurse  Specialist  differs  from  other  classes  in  the  nursing 
series  in  that  this  class  requires  intensive  specialized  education  and  experience 
which  is  utilized  in  direct  patient  care,  as  well  as  in  staff  and  patient  instruc- 
tion, clinical  supervision,  and  consultation  services.  Unlike  the  traditional 
nursing  assignment  to  a  particular  ward  or  unit  for  a  specified  shift,  the  Clinical 
Nurse  Specialist's  responsibility  is  to  individual  patients  for  management  of  24- 
hour  nursing  care  through  all  phases  of  their  treatment  in  various  health  facili- 
ties. While  direct  supervision  may  be  given  to  professional  and  non-professional 
nursing  personnel  in  the  clinical  setting,  desired  nursing  goals  are  achieved  in 
cooperation  with  class  2322  Head  Nurse  in  institutional  settings,  and  with  class 
2832  Supervising  Public  Health  Nurse  in  public  health  settings. 

EXAMPLES  OF  DUTIES: 

1.  Evaluates  individual  nursing  care  needs  of  selected  patients  in  the  area 
of  specialty;  determines  what  types  of  nursing  care  would  best  meet  those  needs; 
designs  a  program  of  nursing  care  for  each  patient  and  works  out  practical  methods 
of  implementing  this  care  after  staff  consultation  and  discussion;  participates 

in  the  formulation  of  discharge  plans;  making  provision  for  any  necessary  post- 
discharge  nursing  care. 

2.  Provides  direct  nursing  care  to  individuals  or  groups  of  patients  where 
in-depth  or  specialized  nursing  care  is  required;  in  the  psychiatric  specialty 
leads  in  individual  and  group  therapy  sessions. 

3.  Gives  professional  advice  and  consultation  services  to  registered  nurses 
and  public  health  nurses  in  specialized  nursing  care;  defines  objectives  and  prin- 
ciples of  nursing  in  the  area  of  specialty  and  assists  nurses  in  developing  their 
professional  skills;  may  provide  clinical  supervision  and  education  to  profes- 
sional and  non- professional  nursing  staff. 

4«   Participates  in  formulating  standards,  policies  and  procedures  for  the 
specialized  nursing  plan,  and  relates  it  to  other  disciplines  within  the  total 
treatment  program;  as  well  as  to  other  health  organizations  and  to  the  community. 

Adopted  IO/6/69 
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CLASS  TITLE:  CLINICAL  NURSE  SPECIALIST  CODE:  2323 

EXAMPLES  OF  DUTIES  (Cont'd) 

5.  Facilitates,  directs,  and  in  some  instances  initiates  referrals  of 
patients  and  families  to  appropriate  professional  personnel  and  community  resources. 

6.  Participates  in  clinical  investigations  and  studies  in  the  area  of 
nursing  specialty. 

7.  In  public  health  nursing,  is  responsible  for  on-going  comprehensive 
study  of  needs  for  nursing  and  health  care  services  in  the  community  and  assists 
with  designing  and  implementing  plans  for  meeting  such  needs. 

MINIMUM  (QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  baccalaureate  program  in 
nursing  accredited  by  the  National  League  for  Nursing,  supplemented  by  two  years 
of  post-graduate  education  in  the  specialized  field  of  nursing,  including  com- 
pletion of  a  master's  program  approved  by  the  National  League  for  Nursing  or  the 
American  Public  Health  Association,  plus  one  year  of  nursing  experience  related 
to  the  area  of  specialty.  One  additional  year  of  such  related  nursing  experience 
may  be  substituted  for"  one  year  of  graduate  study. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of  the  prin- 
ciples, practices  and  objectives  of  modern  nursing,  especially  as  applied  to  the 
area  of  nursing  specialty. 

Requires  the  ability  to:  Understand  the  impact  of  social-psychological 
stress  on  individuals  and  communities;  work  as  part  of  a  multidisciplinary  health 
team;  inform  and  motivate  other  members  of  such  a  team;  design  and  implement  new 
or  revised  nursing  techniques  as  required  to  meet  specific  needs  encountered  in 
nursing  practice;  continue  to  seek  professional  development  and  to  assist  other 
members  of  the  team  in  developing  their  own  professional  skills  in  the  area  of 
specialty. 

License:   Requires  possession  of  valid  license  as  a  registered  nurse  issued 
by  the  State  Board  of  Nursing  Education  and  Nurse  Registration;  in  addition, 
certain  specialties,  such  as  psychiatric  nursing  and  public  health  nursing  will 
require  possession  of  a  valid  certificate  as  a  public  health  nurse  issued  by  the 
State  Department  of  Public  Health. 

PROMOTIVE  LINES: 

To   :  No  normal  lines  of  promotion 

From:  Original  entrance  examination 


< 


CLASS  TITLE:   NURSING  SUPERVISOR  CODE:   2321; 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  directs  the  professional  nursing  and 
auxiliary  staff  of  a  number  of  patient-care  units;  plans  and  directs 
activities  to  provide  maximum  care  -within  the  limits  of  budgetary  pro- 
visions; participates  in  guidance,  educational  and  in-service  training; 
directs  procurement  of  supplies  and  equipment;  coordinates  services  with 
those  of  other  departments;  engages  in  research  activities  to  improve 
nursing  services  and  patient  care;  and  performs  related  duties  as  re- 
quired. 

Requires  responsibility  for:   carrying  out,  interpreting,  coordinating 
and  enforcing  existing  policies,  methods  and  procedures  pertaining  to 
hospital  nursing  services;  achieving  considerable  economies  and  pre- 
venting considerable  losses  through  enforcement  of  proper  use  and  handling 
of  hospital  equipment,  materials  and  supplies;  making  regular  contacts 
with  professional  nursing  and  auxiliary  personnel,  physicians  and  persons 
in  other  departments  concerning  general  nursing  matters,  and  with 
relatives  and  visitors  of  hospital  patients;  checking  and  reviewing  de- 
tailed reports  and  medical  records  of  patients  in  assigned  wards.  Nature 
of  duties  requires  sustained  physical  effort  with  occasional  exposure  to 
minor  accident  or  health  hazards  or  several  disagreeable  elements  inherent 
in  general  hospital  ward  services  and  patient  care. 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  supervises  the  professional  nursing  staff  and 
auxiliary  personnel  engaged  in  rendering  patient  care  in  various  assigned 
wards;  prepares  work  schedules,  makes  assignments  and  supervises 
activities  and  evaluates  work  performance. 

2.  Coordinates  services  rendered  with  those  of  other  departments; 
checks  each  ward  to  assure  compliance  with  instructions. 

3.  Checks  assigned  personnel  on  wards  supervised;  prepares  and  re- 
views related  time  and  work  performance  reports  and  makes  changes  in 
personnel  assignments  as  required  or  as  directed  by  superior. 

1|.  Personally  makes  periodic  routine  ward  visits;  confers  with 
head  nurses  and  general  duty  nurses  concerning  all  new  patients;  makes 
bedside  visits  to  all  seriously  and  critically  ill  patients;  discusses 
specific  problems  with  assigned  nurses  or  physicians. 

5.  Investigates  complaints  of  patients  and  staff  members;  resolves 
difficulties  or  refers  same  to  superior;  utilizes  and  makes  interpre- 
tations of  existing  policies  as  related  to  nursing  care  in  specific 
departments;  reports  unusual  occurrences  to  superior;  strives  to 
establish  and  maintain  good  relations  and  good  morale  among  all  assigned 
personnel. 

6.  Participates  in  planning  and  cooperating  with  other  hospital 
department  personnel  in  order  to  promote  and  provide  maximum  patient 
care;  maintains  high  quality  of  in-service  training  and  adequacy  of 
training  materials  in  order  to  insure  continuous  best  performances. 


CLASS  TITLE:   NURSING  SUPERVISOR   (continued)  CODE:   232l| 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  graduation  from  an  accredited  school  of  nursing. 

Requires  at  least  three  years  of  experience  as  a  registered  nurse, 
including  at  least  one  year  as  a  head  nurse,  or  an  equivalent  combina- 
tion of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  advanced  working  know- 
ledge of:   the  field  of  general  nursing  theory  and  practice  and  its 
application  and  understanding  to  achieve  best  patient  care;  the 
principles,  methods  and  procedures  involved  in  planning,  organizing 
and  directing  a  staff  of  professional  nurses  and  auxiliary  personnel. 

Requires  exceptional  ability  and  skill  in  the  organization  and 
direction  of  all  hospital  activities  in  the  assigned  area  and  in 
carrying  out  and  enforcing  the  established  policies,  regulations  and 
procedures. 

License  or  Certificate  Requirements:   Possession  of  a  valid  certi- 
ficate as  a  registered  nurse  issued  by  the  state  board  of  nursing 
examiners. 

PROMO TIVE  LINES: 

To:  Assistant  Director  of  Nursing 

From:   Head  Nurse 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 


CLASS  TITLE:   NURSING  SUPERVISOR,  PSYCHIATRIC  CODE:   2326 


CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision  directs  the  professional  nursing  and  auxiliary 
staff  of  a  number  of  psychiatric  patient-care  units;  plans  and  directs  activi- 
ties to  provide  maximum  care  within  the  limits  of  budgetary  provisions; 
participates  in  guidance,  educational  and  in-service  training;  directs 
procurement  of  supplies  and  equipment;  coordinates  services  with  those  of 
other  departments;  engages  in  research  activities  to  improve  psychiatric 
nursing  services  and  patient  care;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting,  coordinating 
and  enforcing  existing  policies,  methods  and  procedures  pertaining  to 
psychiatric  hospital  nursing  services;  achieving  considerable  economies  and 
preventing  considerable  losses  through  enforcement  of  proper  use  and  handling 
of  hospital  equipment,  materials  and  supplies;  making  regular  contacts  with 
professional  nursing  and  auxiliary  personnel,  physician  specialists  and 
persons  in  other  departments  concerning  psychiatric  nursing  matters,  and  with 
relatives  and  visitors  of  patients;  checking  and  reviewing  detailed  reports 
and  medical  records  of  patients  in  assigned  wards.   Nature  of  duties  requires 
sustained  physical  effort  with  exposure  to  the  dangers  inherent  in  rendering 
nursing  care  to  psychiatric  patients. 

EXAMPLES  OF  DUTIES: 

lo   Directs  and  supervises  the  professional  nursing  staff  and  auxiliary 
personnel  engaged  in  rendering  patient  care  in  various  assigned  psychiatric 
units;  prepares  work  schedules,  makes  assignments  and  supervises  activities 
and  evaluates  work  performance. 

2,  Coordinates  services  rendered  with  those  of  other  departments; 
checks  each  unit  to  assure  compliance  with  instructions. 

3.  Checks  assigned  personnel  on  units  supervised;  prepares  and  reviews 
related  time  and  work  performance  reports  and  makes  changes  in  personnel 
assignments  as  required  or  as  directed  by  superior. 

k.      Personally  makes  periodic  routine  ward  visits;  confers  with  head 
nurses  and  staff  nurses  concerning  all  new  patients;  makes  visits  to  all 
seriously  ill  psychiatric  patients;  discusses  specific  problems  with 
assigned  nurses  or  physician  specialists. 

5.  Investigates  complaints  of  patients  and  staff  members;  resolves 
difficulties  or  refers  same  to  superior;  utilizes  and  makes  interpretations 
of  existing  policies  as  related  to  psychiatric  nursing  care;  reports  unusual 
occurrences  to  superior;  strives  to  establish  and  maintain  good  relations  and 
good  morale  among  all  assigned  personnel. 

6.  Participates  in  planning  and  cooperating  with  other  hospital 
department  personnel  in  order  to  promote  and  provide  maximum  patient  care; 
maintains  high  quality  of  in-service  training  and  adequacy  of  training 
materials  in  order  to  insure  continuous  best  performances. 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE:   NURSING  SUPERVISOR,  PSYCHIATRIC  (Continued)   CODE:   2326 


MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  graduation  from  an  accredited  school 
of  nursing,  and  possession  of  a  baccalaureate  degree  in  nursing,  supplemented 
by  completion  of  a  master's  program  in  psychiatric  nursing. 

Requires  at  least  four  years  of  experience  as  a  registered  nurse, 
including  at  least  two  years  at  a  supervisory  level  and  two  years  of 
psychiatric  nursing  experience;  or  an  equivalent  combination  of  training  and 
experience,, 

Knowledge,  Abilities  and  Skills:   Requires  advanced  working  knowledge  of: 
the  field  of  psychiatric  nursing  theory  and  practice  and  its  application  and 
understanding  to  achieve  best  patient  care;  the  principles,  methods  and 
procedures  involved  in  planning,  organizing  and  directing  a  staff  of  profes- 
sional nurses  and  auxiliary  personnel  in  a  psychiatric  setting. 

Requires  exceptional  ability  and  skill  in  the  organization  and  direction 
of  all  hospital  a^civities  in  the  assigned  psychiatric  unit  and  in  carrying 
out  and  enforcing  the  established  policies,  regulations  and  procedures. 

License  or  Certificate  Requirements:   Possession  of  a  valid  certificate 
as  a  registered  nurse  issued  by  the  State  Board  of  Nursing  Examiners. 

PROMOTIVE  LINES: 

To:   Assistant  Director  of  Nursin 

From:   Head  Nurse 


Adopted  2/15/62 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   NURSE  PRACTITIONER  CODE:   2328 

CHARACTERISTICS  OF  THE  CLASS: 

Under  medical  and  nursing  direction,  perforins  specialized  nursing  duties  in 
clinical  setting;  performs  physical  examinations;  manages  the  care  of  patients  within 
the  field  of  specialization  and  under  the  direction  of  a  physician;  provides  health 
education  and  counseling  to  these  patients,  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

A  Nurse  Practitioner  is  distinguished  from  a  2320  Registered  Nurse  by  the 
specialized  nature  of  duties,  the  higher  level  of  responsibilities  and  the  training 
required  to  perform  the  duties  of  the  position.   Employees  in  this  class  have 
completed  training  in  a  Nurse  Practitioner  program  of  an  accredited  School  of 
Nursing  in  the  areas  of  adult  health,  pediatrics,  maternal  care,  family  health,  or 
other  specialized  field. 

A  Nurse  Practitioner  is  distinguished  from  a  2323  Clinical  Nurse  Specialist  in 
that  the  Nurse  Practitioner's  training  and  approach  to  patient  care  is  broad  in 
scope,  while  the  Clinical  Nurse  Specialist's  approach  is  more  specific  and  in  depth 
within  the  area  of  specialization. 

EXAMPLES  OF  DUTIES: 

1.  Gives  routine  preventative  and  initial  care  to  both  adult  and  pediatric 
patients;  this  includes  complete  physical  examinations,  gynecologic  examinations,  the 
taking  of  medical  histories,  hearing  and  vision  tests,  injections,  the  fitting  of 
diaphragms,  and  insertion  of  intra-uterine  devices. 

2.  Orders  diagnostic  tests,  including  X-rays,  E.K.G.'s,  blood  chemistries,  and 
urinalyses. 

3.  Manages  patients  with  chronic  diseases,  including  hypertension,  diabetes, 
asthma,  and  heart  disease  and  gives  acute  care  for  related  episodic  disorders  such 
as  asthmatic  attacks  and  control  of  unstable  diabetes. 

4.  Gives  acute  care  to  patients  with  influenza,  urinary  tract  infections, 
gynecologic  problems,  or  other  uncomplicated  illnesses. 

5.  Counsels  and  educates  patients  concerning  chronic  diseases,  prenatal  and 
child  care,  family  planning,  and  other  health  problems. 

6.  Consults  with  physicians  on  the  diagnosis  and  treatment  of  specific  cases. 

7.  Records  pertinent  information  regarding  medical  histories,  laboratory  data 
and  treatments  undertaken  on  patients '  charts  and  other  records . 

8.  Participates  in  nursing  and  clinic  staff  meetings  and  conferences  regarding 
patient  care  and  nursing  methods  and  procedures. 

9.  May  supervise  and  review  the  work  of  health  workers  and  other  clinical 
auxiliary  workers  assigned  to  assist  in  various  diagnostic  and  recordkeeping  procedures, 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience:   Requires  graduation  from  an  accredited  school  of 
nursing  and  completion  of  a  Nurse  Practitioner  program  in  the  areas  of  adult  health, 
pediatrics,  maternal  care,  family  health,  or  other  specialized  field. 

Knowledge,  Abilities,  and  Skills:   Requires  a  thorough  knowledge  of  the  methods, 
procedures,  and  objectives  of  modern  nursing,  including  an  understanding  of  medical  • 
terminology  and  treatment  regimes,  especially  as  applied  to  the  area  of  specialization. 


i 

CLASS  TITLE:   NURSE  PRACTITIONER   (continued)  CODE:   2328 

Requires  skill  and  ability  to:  perform  routine  physical  examinations;  interview     % 
and  establish  a  rapport  with  patients,  maintain  a  good  working  relationship  with  other 
members  of  the  health  care  team;  keep  patient  case  records  and  prepare  related  reports. 

License:  Requires  possession  of  a  valid  license  as  a  Registered  Nurse  issued  by 
the  State  Board  of  Nursing  Examiners. 

PROMOTIVE  LINES: 

TO:      No  normal  lines  of  promotion 

FROM:    Original  Entrance  Examination 

NEW  CLASS 
ADOPTED:  llA/76 


CLASS  TITLE:   ANESTHETIST  CODE:   2330 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  administers  various  types  of  anesthesia 
to  render  patients  insensitive  to  pain  during  operations,  deliveries  and 
other  therapeutic  and  diagnostic  measures;  observes  anesthetized  patients 
for  adverse  reactions  and  takes  remedial  action;  maintains  records  of 
anesthesia  administered  and  condition  of  patient  prior  to  and  throughout 
anesthesia;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  established  methods  and 
procedures  in  administering  anesthetics;  achieving  moderate  economies 
and/or  preventing  moderate  losses  through  efficient  handling  of  equipment, 
materials  and  supplies;  making  responsible  contacts  with  physicians, 
surgeons  and  nursing  staff  on  specialized  matters;  preparing  detailed 
medical  and  technical  records  relative  to  anesthetics  administered  and 
patients'  reactions.  Nature  of  work  involves  sustained  physical  effort 
and  manual  dexterity  with  some  exposure  to  health  and  accident  hazards 
and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Administers  various  types  of  anesthetics  by  inhalation,  intra- 
venous injection,  epidural,  spinal  and  block  methods. 

2.  Checks  anesthesia  machines  to  assure  proper  working  order; 
checks  resuscitation  equipment  and  orders  replacements  when  necessary. 

3.  Orders,  assembles  and  sterilizes  all  special  equipment  used  in 
connection  with  administration  of  anesthetics  for  special  types  of 
surgery;  orders  all  drugs  used  in  anesthesia  procedures;  checks  all 
narcotics  used  in  surgery  by  surgical  staff. 

h.     Directs  the  preparation  of  all  spinal  and  epidural  sets  for 
sterilization. 

5>.  When  patient  arrives  in  surgery:   checks  patient;  evaluates 
pre-operative  condition;  makes  entries  in  anesthesia  record  book; 
remains  with  patient  through  entire  surgical  procedure;  administers 
various  drugs  with  oxygen,  as  necessary  for  each  particular  operation; 
gives  blood  transfusion  to  replace  loss  due  to  operating  procedures; 
checks  blood  pressure,  pulse  and  respiration  frequency;  discontinues 
anesthesia  at  conclusion  of  operation. 

6.   Accompanies  patient  to  recovery  room  and  reports  condition  to 
recovery  room  nurse. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  graduation  from  an  accredited  school  of  nursing  and 
two  years  of  special  training  in  anesthesia,  or  an  equivalent  combin- 
ation of  training  and  experience . 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  of: 
surgical  nursing  principles  and  procedures,  including  various  types 
and  methods  of  administering  anesthesia;  standard  operating  room 
methods,  equipment  and  procedures;  anesthesia  equipment,  instruments 
and  drugs  used  in  various  types  of  surgery. 


CLASS  TITLE:   ANESTHETIST  (continued)  CODE:   2330 

Requires  ability  and  skill  to  detect  unfavorable  patient  reactions 
and  apply  prompt  remedial  measures. 

License:  Requires  possession  of  a  current  valid  license  as  a 
registered  nurse  issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES: 

To:  Head  Operating  Room  Nurse 

From:  Registered  Nurse 


CLASS  TITLE:   OPERATING  ROOM  NURSE  CODE:   23UO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  specialized  professional  nursing  duties 
in  assisting  surgeons  in  the  operating  room;  acts  as  scrub  or  sterile 
nurse;  sets  up  operating  room  according  to  type  of  operation;  assists 
surgeon  during  operative  procedures;  transfers  patient  from  operating 
room  to  recovery  room;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  following  and  carrying  out  established 
hospital  and  operating  room  procedures;  achieving  some  economies  and/or 
preventing  losses  through  the  proper  handling  and  use  of  instruments, 
supplies  and  equipment;  making  regular  contacts  with  surgeons,  physicians, 
nurses  and  subordinate  personnel  in  carrying  out  specialized  duties. 
Nature  of  work  requires:   sustained  physical  effort,  including  consider- 
able standing  and  walking;  considerable  adeptness  in  the  use  of  fingers 
and  hands  when  assisting  surgeon;  exposure  to  some  accident  and  injury 
hazards  with  intermittent  exposure  to  several  disagreeable  elements  in- 
herent in  operating  room  procedures. 

EXAMPLES  OF  DUTIES: 

1.  Uses  established  techniques  in  preparing  for  and  assisting  with 
surgical  procedures;  provides  and  sets  up  necessary  instruments,  supplies 
and  equipment  for  different  types  of  operations,  according  to  established 
routines  and  instructions  of  the  surgeon. 

2.  As  scrub  or  sterile  nurse,  sets  up  operating  room  with  instruments 
as  specifically  required  for  type  of  operation  to  be  performed;  arranges 
instruments  and  other  articles  in  specified  order  on  portable  table  im- 
mediately accessible  to  the  surgeon;  anticipates  surgeon's  needs  for 
instruments,  sponges,  sutures,  suction  tubes  and  other  items  and  hands 
them  to  surgeon  in  most  expeditious  manner;  maintains  aseptic  field. 

3.  Observes  patient  during  surgical  procedure  to  detect  possible 
complications  and/or  breaks  in  sterile  technique;  furnishes  emergency 
equipment  and  supplies  to  prevent  fatality. 

h.   Manages  contaminated  instruments  and  supplies  during  operation 
procedures  to  prevent  spread  of  infection. 

5»  As  circulating  nurse,  places  patient  in  prescribed  position  to 
assure  access  to  operative  field;  adjusts  operating  table  and  accessory 
equipment  as  may  be  required;  prepares  operative  area  and  drapes  patient 
or  assists  surgeon  with  draping, 

6.  During  operative  procedure,  preserves  and  labels  operative 
specimens  for  laboratory  analysis. 

7.  Provides  special  equipment  such  as  cauteries,  electro-surgical 
machines,  diagnostic  lights  and  other  special  apparatus  and  assures  same 
is  in  proper  working  order;  manipulates  such  equipment  to  aid  in  the 
efficiency  of  the  surgeon  and  to  avoid  hazards  to  patient. 

8.  Observes  progress  of  surgery;  provides  additional  instruments, 
supplies  or  other  items  as  needed;  provides  and  regulates  such  fluids 
as  blood,  plasma,  saline  and  glucose  solutions,  cardiac  and  respiratory 
stimulants  to  prevent  fatalities  during  operation. 

9.  After  operation,  may  apply  or  assist  in  applying  dressings 
and  transferring  patient  from  operating  room  to  recovery  room. 

10.  Cleans  or  directs  cleaning  and  sterilization  of  contaminated 
instruments,  equipment  and  supplies;  re-sterilizes  unused  supplies; 
cares  for  and  stores  delicate  surgical  instruments;  cleans  or  assists 
in  cleaning  operating  room  areas  and  caring  for  and  disposing  of 


CLASS  TITLE:   OPERATING  ROOM  NURSE  (Continued)  CODE:   23UO 

infectious  and  soiled  linens  after  conclusion  of  each  operation, 
MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  high  school,  supple- 
mented by  graduation  from  an  accredited  school  of  nursing. 

Requires  at  least  one  year  of  experience  in  surgical  nursing  duties; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  technical  and 
working  knowledge  of:   the  various  steps  involved  in  different  types  of 
operations  in  order  to  anticipate  surgeons1  needs;  correct  methods  of 
handling  instruments  and  supplies;  surgical  instruments  used  in  various 
surgical  procedures,  and  the  related  proper  setting  up  of  the  operating 
room;  the  importance  of  maintaining  an  aseptic  field. 

Requires  specialized  skill  and  ability  and  mental  and  visual  concen- 
tration when  assisting  surgeon  during  operative  procedure. 

License:  Requires  possession  of  a  valid  certificate  as  a  registered 
nurse  issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES: 

To:   Head  Nurse,  Surgery 

From:  Registered  Nurse 


CLASS  TITLE:   HEAD  NURSE,  SURGERY  CODE:   23U2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  and  collaborates  in  directing 
the  personnel  in  the  operating  room;  administers  and  supervises  operating 
nursing  services;  assigns  duties  to  professional  nursing  and  auxiliary- 
personnel;  maintains  high  quality  service  through  strict  observance  and 
enforcement  of  medical,  surgical  and  sterilization  requirements;  and 
performs  related  duties  as  required. 

Requires  responsibility  for'   carrying  out,  interpreting  and  en- 
forcing existing  operating  room  policies,  methods  and  procedures; 
achieving  considerable  economies  or  preventing  serious  losses  through 
enforcing  the  efficient  use  and  handling  of  instruments,  materials, 
supplies  and  equipment;  making  regular  contacts  with  physicians,  sur- 
geons, professional  nursing  and  auxiliary  personnel  in  connection  with 
technical  and  specialized  operating  room  procedures;  gathering,  checking 
and  reviewing  important  and  complex  detailed  medical  and  surgical 
records.   Nature  of  duties  involves  sustained  physical  effort  including 
walking  and  standing  and  some  exposure  to  accident  and  health  hazards 
and  several  disagreeable  elements  inherent  in  operating  room  and  surgical 
procedures. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  activities  of  professional  nursing  and  auxiliary 
personnel  assigned  to  the  operating  room. 

2.  Consults  with  surgeon  relative  to  the  scheduling  of  surgical 
cases;  consults  with  anesthesia  department  as  to  advisable  time  for  each 
operation;  makes  schedule  of  operations  and  posts  on  bulletin  board. 

3.  Assigns  scrub  and  circulating  nurses  to  respective  operating 
room;  instructs  new  nurses  in  the  care  and  use  of  various  types  of  oper- 
ating room  equipment  and  instruments, 

k-      Operates  or  supervises  the  operation  of  electro-surgical  in- 
struments; regulates  transfusion  and  other  equipment;  provides  assistance 
and  guidance  to  medical  and  nursing  team  as  required;  aids  in  observing 
medical  asepsis  in  the  operating  room. 

$.  Assists  administrative  staff  in  ascertaining  needs  for  additional 
or  modified  services,  supplies  or  equipment,, 

6.   Prepares  or  supervises  preparation  of  accurate  records  pertain- 
ing to  operating  and  related  personnel  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  graduation  from  an  accredited  school  of  nursing. 

Requires  at  least  three  years  of  progressively  responsible  sur- 
gical nursing  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  techni- 
cal and  working  knowledge  of  general  nursing  theory  and  practice,  in- 
cluding surgical  nursing  and  operating  room  procedures  and  techniques. 

Requires  specialized  skill  and  ability  and  intense  mental  and 
visual  concentration  when  supervising,  directing  and  participating  in 


CLASS  TITLE:   HEAD  NURSE,  SURGERY  (continued)  CODE:   231*2 

operating  room  procedures. 

License  or  Certificate  Requirements:  Requires  possession  of  a  current 
certificate  as  a  registered  nurse  issued  by  the  state  board  of  nursing 
examiners. 

PROMOTIVE  LINES: 

To:  Assistant  Director  of  Nurses,  Surgery 

From:   Operating  Room  Nurse 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   CHIEF  OF  SURGERY  NURSES  CODE:  23hh 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  directs  the  nursing  and  related  activities 
of  hospital  operating  rooms;  assigns  professional  and  auxiliary  nursing 
staff  for  various  operations,  as  required;  prepares  general  procedures  for 
each  type  of  operation;  informs  staff  of  administrative  changes,  new  pro- 
cedures, special  instruments  and  techniques;  conducts  orientation  and 
in-service  training  programs;  co-ordinates  operating  suite  activities  with 
other  hospital  departments  and  medical  staff;  directs  the  maintenance  of 
required  records  and  reports;  and  performs  related  duties  as  required. 

Requires  responsibility  forr   developing,  interpreting,  co-ordinating, 
carrying  out  and  enforcing  existing  operating  suite  policies,  methods  and 
procedures;  achieving  considerable  economies  and/or  preventing  considerable 
losses  through  enforcement  of  proper  and  efficient  use  and  handling  of 
equipment,  instruments,  materials  and  supplies;  making  continuing  contacts 
with  physicians,  surgeons,  professional  nurses  and  auxiliary  personnel,  as 
well  as  with  persons  in  other  departments  concerning  operating  room  require- 
ments and  situations  involving  co-ordination  of  specific  services  and 
activities;  reviewing  detailed  and  complex  medical  and  surgical  records  and 
accumulating  and  assembling  such  data  for  permanent  use.  Nature  of  duties 
involves  sustained  physical  effort  with  some  occasional  exposure  to 
accident  or  health  hazards  and  several  disagreeable  elements  inherent 
in  operating  room  activities  and  surgical  procedures. 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  supervises  the  operating  suite  nursing  and  auxiliary 
personnel  in  performing  operating  room  services  for  different  types  of 
operations. 

2.  Plans  and  assigns  staff  as  required  for  each  type  of  operation; 
specifies  instrument  set-ups  and  lay-out  of  table,  considering  the  surgeon's 
specific  requirements  and  to  assure  immediate  availability  of  instruments, 
supplies  and  materials. 

3.  Prepares  general  procedures  and  lists  of  requirements  to  meet  each 
operating  surgeon's  needs  for  the  specific  type  operation  to  be  performed; 
standardized  surgical  packs  and  the  draping  of  patients  for  each  operation. 

h.     Informs  staff  of  any  administrative  changes,  new  procedures, 
special  instruments  or  other  items  required  or  scheduled  for  operations; 
periodically  discusses  major  surgical  nursing  problems  and  procedures. 

5.  Conducts  orientation  and  in-service  training  programs  to  provide 
good  patient  care,  efficient  aid  to  surgeons,  also  to  insure  observance  of 
aseptic  techniques  and  to  acquaint  personnel  with  proper  methods  before 
participating  in  actual  operative  procedures. 

6.  Insures  that  operating  rooms  are  kept  scrupulously  clean. 

7.  Co-ordinates  operating  activities  with  those  of  other  hospital 
departments  and  medical  and  surgical  staff;  co-operates  and  participates 
in  the  selection  and  requisitioning  of  new  instruments,  supplies  and 
equipment. 

8.  Participates  in  recommending  and  formulating  administrative  and 
personnel  policies  and  procedures  for  the  operating  room  staff. 

9.  Directs  the  preparation  and  maintenance  of  required  operating 
room  records  and  reports. 


CLASS  TITLE:   CHIEF  OF  SURGERY  NURSES 

(Continued)  CODE:   23UU 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four-year  college 
or  university,  with  a  baccalaureate  degree,  supplemented  by  graduation 
from  an  accredited  school  of  nursing  including  major  course  work  in 
operating  room  techniques. 

Requires  at  least  five  years  of  progressively  responsible  operating 
room  experience,  including  at  least  two  years  as  head  nurse,  surgery,  in 
which  supervisory  and  training  ability  has  been  demonstrated;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  advanced  technical  and 
working  knowledge  in:   the  field  of  general  and  surgical  nursing  theory  and 
practice;  the  methods  and  procedures  applicable  to  operating  room  nursing, 
and  the  recognized  principles  and  practices  involved  in  planning  and 
directing  the  operating  room  nursing  and  auxiliary  staff. 

License:   Requires  possession  of  a  valid  certificate  as  a  registered 
nurse  issued  by  the  State  Board  of  Nursing  Examiners. 

PROMOTIVE  LINES: 

To:    2368  Assistant  Director  of  Nurses,  San  Francisco  General  Hospital 
2366  Assistant  Director  of  Nurses,  Laguna  Honda  Hospital 

From:   23U2  Head  Nurse,  Surgery 

AMENDED:   9/30/65 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE?   INSTRUCTOR  OF  NURSING  CODE?   2350 

CHARACTERISTICS  OF  THE  CLASS? 

Under  general  directions,  formulates  objectives  for  instruction  and 
training  in  nursing  theory  and  practice  and  aspects  of  the  nursing  art  and 
science  for  professional  nursing  students  and  auxiliary  personnel?  keeps 
informed  of  current  trends  in  nursing  education  and  nursing  service  and 
the  available  educational  sources?  prepares  educational  curriculum!  lect- 
ures to  classes?  demonstrates  nursing  techniques;  and  performs  related 
duties  as  re quired o 

Requires  responsibility  for 8  carrying  out  and  explaining  instruc- 
tional and  clinical  methods  and  procedures  in  connection  with  the  instruc- 
tion and  training  of  students  or  professional  nurses  ?  achieving  minor 
economies  and/ or  preventing  losses  through  proper  use  and  handling  of 
teaching  equipments,  instruments;,  materials  and  supplies;  making  routine 
contacts  with  students s   professional  nurses s  physicians  and  occasionally 
with  representatives  of  outside  agencies;  gathering;,  preparing  and  main- 
taining various  instructional  material,  student  records  and  related  re- 
ports,, Nature  of  work  requires  normal  physical  effort  and  manual  dexterity 
with  little  or  no  accident  hazards  except  when  demonstrating  techniques  or 
cases  of  serious  illness  and  contagious  diseases  which  may  include  occasional 
exposure  to  several  disagreeable  elements  inherent  in  nursing  procedures 
and  patient  care» 

EXAMPLES  OF  DUTIES s 

L  Assumes  responsibility  for  the  activation^  operation  and  success 
of  the  instructional  program?  communicates  and  collaborates  with  other 
local  administrators  in  nursing  education 

2e  Formulates 9  organizes  and  outlines  training  programs  for  nursing 
students  and  ancillary  personnel?  familiarizes  self  with  philosophy,  aims, 
objectives  of  nurses  training  schools s  affiliating  schools  and  state  board 
of  nurses  examiners?  investigates  current  trends  in  nursing  education  and 
nursing  services;  investigates  various  available  educational  resources. 

3o  Prepares  instructional  program  and  curriculum  to  cover  various 
periods  and  phases  of  the  training  program  and  classes,  investigates  and 
evaluates  students"  previous  school  records;  orients  each  class  of  nurs- 
ing students  to  specifically  assigned  clinical  areas?  prepares  daily 
lesson  plans o 

4o  Gives  class  lectures  in  nursing  theory  and  demonstrates  nursing 
techniques?  assists  students  in  giving  nursing  care  to  selected  patients; 
demonstrates  nursing  careP  nursing  procedures  and  use  of  equipment?  ob- 
serves and  evaluates  return  demonstrations  of  nursing  care9  procedures 
and  use  of  equipment  by  individual  students?  keeps  records  of  student 
experiences  and  progress., 

5<>  Plans  and  arranges  transportation  for  field  trips  for  nursing 
students  to  various  outside  facilities;  accompanies  students  on  field  trips 
and  supplies  meaningful  interpretation  of  objectives  and  experiences. 

60  Participates  in  ward  staff  conferences?  attends  patient  confer- 
ences |  holds  daily  conferences  with  head  nurses  and  students. 

7o  Attends  and  participates  in  faculty  and  administrative  meetings; 
attends  meetings  of  professional  nursing  organizations. 


CLASS  TITLE?   INSTRUCTOR  OP  NURSING  CODE:   2350 

(continued) 

MINIMUM  QUALIFICATIONS? 

Training  and  Experience;  Requires  completion  of  a  four  year  college 
or  university-j,  with  a  baccalaureate  degree ,  with  major  course  work  in 
nursing  education 

Requires  at  least  three  years  experience  as  a  registered  nurse,,  inclu- 
ding at  least  one  year  experience  as  an  instructor  of  nursing9  or  an  equiv- 
alent combination  of  training  and  experience e 

Knowledge;,  Abilities  and  Skills s  Requires  thorough  knowledge  of  the 
principles  and  techniques  in  the  field  of  basic  nursing,  including  the 
social s  preventive  and  teaching  activities  and  the  technical  and  practical 
aspects  of  teaching  methods  and  the  functions  and  activities  of  the  various 
hospital  department So 

Requires  ability  and  skill  in  applying  and  demonstrating  nursing 
techniques o 

Licenses  Possession  of  a  current  valid  certificate  as  a  registered 
nurse  issued  by  the  state  of  California© 

PROMOTIVE  LIFcs: 

To;  Assistant  Director  of  Nursing  Education 

From:  Head  Nurse 


CLASS  TITLE:   ASSISTANT  DIRECTOR  OF  NURSING,  CODE:   2352 

STAFF  DEVELOPMENT  AND  RESEARCH 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  organizes,  administers,  implements, 
directs  and  evaluates  staff  development  and  research  programs  for  nursing 
and  auxiliary  personnel;  determines  objectives  and  content  of  orientation 
courses,  in-service  training  and  continuing  education  for  nursing 
personnel;  develops,  coordinates,  and  evaluates  research  programs  to 
improve  clinical  and  administrative  nursing  practices;  and  performs 
related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Class  2352  Assistant  Director  of  Nursing,  Staff  Development  and 
Research,  differs  from  other  classes  in  the  nursing  series  in  that  this 
position  has  responsibility  for  providing  education,  training, 
orientation,  and  professional  development  programs  for  hospital  nursing 
staff,  student  nurses,  and  other  hospital  personnel.  The  incumbent  in 
this  classification  reports  to  the  Hospital  Associate  Administrator  in 
charge  of  Patient  Services,  and  is  responsible  for  supervising  the 
professional  staff  of  the  Nursing  Staff  Development  and  Research 
Department. 

EXAMPLES  OF  DUTIES: 


"The  class  specifications  shall  be  descriptive  of  the  class  and  shall 
not  be  considered  as  a  restriction  on  the  assignment  of  duties  not 
specifically  listed."  (CSC  Rule  7). 

1.  Exercises  responsibility  for  the  planning,  development  and 
implementation  of  an  orientation  program  and  continuing  education 
courses  for  nursing  personnel  within  the  hospital;  designs  programs  to 
implement  new  concepts  in  health  care  delivery. 

2.  Identifies  and  analyzes  on  an  ongoing  basis,  the  training  and 
educational  needs  and  problems  of  all  levels  of  nursing  personnel  at 
San  Francisco  General  Hospital. 

3.  Plans,  develops  and  implements  the  use  of  studies  and  other  tools  to 
measure  the  effectiveness  of  various  educational  methodologies,  and 
supervises  the  modification  of  educational  programs  as  indicated. 

4.  Selects,  trains  and  supervises  Nursing  Instructor  and  Clinical  Nurse 
Specialist  personnel;  supervises  research  associates  or  assistants. 

5.  Develops  and  coordinates  a  research  program  to  improve  the  practice  of 
nursing  and  examine  the  cost-effectiveness  of  health  care  delivery; 
facilitates  teaching  research  methodology  to  staff  and  advises 
individuals  on  grantsmanship  writing  and  publication. 

6.  Develops  administrative  plans  and  budgetary  requests  covering 
personnel,  equipment  and  supply  needs  required  for  the  nursing 
education  and  research  unit. 


DOCUMENTS 

OCT  "3 

PUBLIC  LIBRARY 


CLASS  TITLE:   ASSISTANT  DIRECTOR  OF  NURSING,  CODE:   2352 

STAFF  DEVELOPMENT  AND  RESEARCH 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and 
other  particulars. . .Applicants  must  be  guided  solely  by  the  announcement 
of  the  examination  for  which  they  apply".  (CSC  Rule  9) 

KNOWLEDGE.  ABILITIES  AND  SKILLS: 

Comprehensive  knowledge  of:  modern  methods,  theories,  techniques  and 
procedures  used  in  professional  nursing  and  nursing  education;  effective 
teaching  methods  for  adult  learners;  knowledge  of  hospital  nursing 
organization  and  administration;  the  functions,  activities  and 
inter-relationships  of  various  hospital  departments;  all  aspects  of  the 
nursing  processes,  hospital  routine  procedures,  and  related  facilities; 
educational  and  research  resources  for  nursing;  leadership,  management, 
and  supervisory  techniques  used  in  nursing;  research  standards  and 
methodologies  used  in  clinical  and  administrative  practices;  budgeting  and 
cost  containment  procedures. 

Ability  to:  analyze  nursing  practices  and  administrative  situations 
accurately  and  adopt  strategies  to  improve  practices;  ability  to 
communicate  complex  ideas  to  individuals  and  groups;  direct  the  work  of  a 
staff  of  nurses  and  auxiliary  personnel;  establish  and  maintain  effective 
working  and  administrative  relationships  with  nursing  staff,  physicians, 
other  hospital  and  university  personnel,  community  agencies,  and 
education  and  research  institutions;  prepare  clear  and  comprehensive 
written  reports,  correspondence,  grant  requests  and  other  documents. 

LICENSE:   Possession  of  a  valid  license  as  a  Registered  Nurse  issued  by 
the  California  State  Board  of  Nursing  Education  and  Nursing  Registration. 

AMENDED:   4-21-86 


#0778B 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  DIRECTOR  OF  NURSES,  HASSLER  HOSPITAL  CODE:   2360 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  organizes,  directs  and  supervises 
all  the  nursing  services  concerned  with  the  care  of  hospital  and  institution- 
alized patients  at  Hassler  Hospital;  assists  in  preparation  of  the  annual 
budget  for  nursing  services;  plans  and  conducts  conferences  and  discussions 
with  administrative  and  professional  nursing  staff;  and  performs  related  duties 
as  required „ 

Requires  major  responsibility  for:   originating,  developing,  co-ordinating 
and  executing  nursing  service  policies  and  methods  affecting  all  institutional 
activities;  making  regular  contacts  with  other  administrative  and  supervising 
personnel  and  professional  staff  as  well  as  with  persons  in  outside  agencies 
or  other  public  jurisdictions;  directing  the  preparation,  review  and  approval 
of  all  operational,  technical,  medical  and  related  records  and  reports.  Nature 
of  duties  involves  moderate  physical  effort  with  occasional  exposure  to  health 
and  illness  hazards  and  disagreeable  elements  inherent  in  hospital  nursing 
services  and  patient  care. 

EXAMPLES  OF  DUTIES: 

1.  Organizes,  plans,  assigns  and  supervises  all  the  nursing  services  for 
the  care  of  hospital  and  institutionalized  patients;  determines  kind  and  amount 
of  nursing  care  required;  selects  and  recommends  appointment  of  nursing  staff 
and  auxiliary  personnel;  utilizes  and  interprets  established  objectives  and 
policies  relating  to  patient  care;  evaluates  results, 

2.  Develops  nursing  services  organization  structure;  prepares,  maintains 
and  interprets  related  organizational  charts  and  lines  of  authority  and  of 
supervision;  assigns  responsibility  and  delegates  authority  accordingly  in 
order  to  realize  maximum  utilization  of  professional  nursing  and  auxiliary 
personnel. 

3.  Analyzes  and  evaluates  overall  patient  care  programs;  makes  periodic 
rounds  of  wards  and  units  to  observe  implementation  of  program;  assists  with 
planning  recreational  and  social  activities  for  the  patients. 

U.  Participates  in  staffing  program;  recruits,  interviews  and  employs 
nurses  and  auxiliary  personnel  in  accord  with  civil  service  provisions;  orients 
and  assigns  new  personnel;  conducts  in-service  training  programs;  supervises 
maintenance  of  nursing  and  other  records,, 

E>.  Conducts  periodic  meetings  of  professional  staff  and  auxiliary 
employees  for  discussion  of  problems,  suggestions,  complaints,  changes  in 
procedures;  attempts  to  resolve  various  matters;  counsels  with  individual 
employees  when  necessary, 

6,  Analyzes  and  evaluates  effectiveness  of  existing  physical  facilities 
and  environment;  plans  and  recommends "improvements  of  facilities,  quarters  and 
equipment  as  may  be  indicated;  enforces  standards  of  cleanliness,  sanitation 
and  sterilization, 

7,  Prepares  annual  budget  for  nursing  needs,  including  estimates  for 
adequate  personnel,  equipment,  supplies  and  physical  facilities;  plans  nursing 
services  in  accordance  with  budget  appropriations  and  in  co-operation  with 
the  hospital  administrator;  reviews  subsequent  expenditures  and  needs  and 
makes  appropriate  recommendations. 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience:  Requires  completion  of  a  four-year  college  or 
university,  with  a  baccalaureate  degree,  with  major  course  work  in  nursing, 
nursing  service  administration,  or  in  nursing  education. 


CLASS  TITLE:  DIRECTOR  OF  NURSES,  HASSLER  HOSPITAL 

(Continued)  CODE:  2  360 


Requires  at  least  eight  years  of  experience  in  the  field  of  professional 
nursing,  at  least  three  years  of  which  shall  have  been  in  a  progressively 
responsible  supervisory  or  administrative  capacity  in  a  state  licensed  hospital 
or  in  a  general  hospital  operated  by  the  federal  or  state  government  or  any 
of  its  political  sub-divisions;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  academic  and  working 
knowledge  of  the  responsibilities  and  problems  of  overall  hospital  nursing 
organization  and  administration,  and  familiarity  with  the  overall  hospital 
policies,  regulations  and  procedures,  and  the  activities  of  all  departments. 

Requires  professional  skill  and  ability,  resourcefulness  and  initiative 
to  analyze,  co-ordinate  and  implement  the  entire  nursing  service  and  patient- 
care  program. 

License:   Requires  possession  of  a  valid  certificate  as  a  registered  nurse 
issued  by  the  State  Board  of  Nursing  Examiners. 

PROMOTIVE  LINES: 

To:    2369  Director  of  Nurses,  Laguna  Honda  Hospital 

2370  Director  of  Nurses,  San  Francisco  General  Hospital 

From:  232U  Nursing  Supervisor 

236U  Assistant  Director  of  Nurses,  Hassler  Hospital 


AMENDED :   8/3/67 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  ASSISTANT  DIRECTOR  OF  NURSES, 

HASSLER  HOSPITAL  CODE:   236U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  planning  and  administering  the  general 
and  hospital  nursing  services  at  Hassler  Hospital  to  insure  adequate  and  competent 
patient  care;  co-ordinates  nursing  activities  throughout  the  institution;  acts 
for  the  Director  in  her  absence;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   originating,  developing,  co-ordinating 
and  executing  nursing  service  policies  and  methods  affecting  the  various 
institution  activities;  administering  the  preparation,  review  and  approval  of 
forms,  records  and  reports  pertaining  to  medical  and  nursing  services  and 
patient  care.  Nature  of  duties  requires  moderate  physical  effort  with  some 
exposure  to  health  and  illness  hazards  and  disagreeable  elements  inherent  in 
hospital  activities ,  nursing  services  and  patient  care. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  planning  and  administering  the  nursing  services  and  patient 
care  within  a  number  of  institution  units;  determines  amount  of  nursing  care 
required;  assigns  nursing  personnel;  organizes  nursing  services  according  to 
needs  and  established  standards. 

2.  Assigns  responsibility  and  delegates  authority  for  carrying  out  the 
nursing  program  and  related  activities;  observes  and  evaluates  nursing  care 
and  other  work  performance;  co-ordinates  nursing  activities  within  the  units 
in  relation  to  the  total  nursing  service  requirements;  makes  daily  ward 
rounds  to  inspect  quality  of  services  and  patient  care. 

3.  Assists  the  Director  of  Nurses  in  selecting  personnel;  determines 
qualifications  of  individuals  in  connection  with  unit  staffing;  recommends 
applicants  for  appointment  to  specific  positions. 

he     Co-operates  and  participates  in  developing  personnel  training  programs; 
confers  and  counsels  with  superior  and  with  subordinate  supervisory  personnel 
in  evaluating  and  improving  services;  reviews  and  interprets  duties  and 
requirements  to  staff  and  employees;  assists  in  planning  and  implementing 
personnel  policies. 

5.  Attends  weekly  and  monthly  administrative  and  staff  conferences; 
attends  emergency  meetings  for  various  purposes  and  conducts  conferences  with 
hospital  educators  and  others  in  the  hospital  administration  and  nursing  fields. 

6„  Administers  the  general  office  and  related  clerical  activities 
including  compilation  of  statistics  and  reports  and  maintenance  of  related 
files;  acts  in  behalf  of  the  administration  during  the  evening  or  midnight 
shift. 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience:  Requires  completion  of  a  four-year  college  or 
university,  with  a  baccalaureate  degree,  with  major  course  work  in  nursing, 
nursing  service  administration  or  nursing  education,. 

Requires  four  years  of  experience  in  the  field  of  professional  nursing, 
at  least  two  years  of  which  shall  have  been  in  a  progressively  responsible 
supervisory  capacity  in  a  state  licensed  hospital  or  in  a  general  hospital 
ooerated  by  the  Federal  Government  or  any  of  its  political  subdivisions,  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  advanced  working  knowledge  of: 
general  nursing  theory  and  practice,  hospital  organization,  and  administration; 
functions  and  activities  of  the  various  departments;  current  developments  in 
the  nursing  field. 


CLASS  TITLE:  ASSISTANT  DIRECTOR  OF  NURSES, 

HASSLER  HOSPITAL  (Continued)  CODE:   2361; 


Requires  exceptional  skill  and  ability  in  the  application  of  recognized 
good  principles  and  practices  of  personnel  and  hospital  administration;  to 
assign,  supervise  and  evaluate  staff  employee  work  performance  to  assure 
maximum  nursing  service  and  patient  care. 

License:  Requires  possession  of  a  valid  certificate  as  a  registered 
nurse  issued  by  the  State  Board  of  Nursing  Examiners. 

PROMOTIVE  LINES: 

To:    2360  Director  of  Nurses,  Hassler  Hospital 

2366  Assistant  Director  of  Nursing,  Laguna  Honda  Hospital 

2368  Assistant  Director  of  Nursing,  San  Francisco  General  Hospital 

From:  2322  Head  Nurse 

23h2  Head  Nurse,  Surgery 
235>0  Instructor  of  Nursing 


ADOPTED:   8/3/67 


« 


SAW  FRAWCISCC  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  ASSISTANT  DIRECTOR  __■"  ..  RSES,  LAGUNA  HONDA  HOSPITAL    CODE:   2366 
CHARACTERISTICS  OE  THE  CLASS: 

Under  general  direction,  assists  in  planning  and  administering  the  general 
and  hospital  nursing  services  at  Laguna  Honda  Hospital  to  insure  adequate  and 
competent  patient  care;  interprets  and  administers  personnel  policies;  conducts 
staff  conferences  and  discussionsin  evaluating  departmental  policies;  analyzes 
nursing  and  auxiliary  services  to  improve  patient  care  and  obtain  maximum 
utilization  of  personnel  efforts;  participates  in  establishing  and  administer- 
ing education  and  in-service  training  programs;  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:   originating,  developing,  coordinating 
and  executing  nursing  service  policies  and  methods  affecting  the  various 
institution  activities;  achieving  major  economies  and/or  preventing  major  losses 
through  efficient  administration  and  enforcement  of  proper  use,  care  and  handling 
of  equipment,  facilities,  materials  and  supplies  of  considerably  high  value; 
administering  the  preparation,  review  and  approval  of  forms,  records  and 
reports  pertaining  to  medical  and  nursing  services  and  patient  care.   : tare  of 
duties  requires  moderate  physical  effort  with  some  exposure  to  health  and 
illness  hazards  and  disagreeable  elements  inherent  in  hospital  activities, 
nursing  services  and  patient  care, 

EXAMPLE  OE  DUTIES: 

1.  Assists  in  planning  and  administering  the  nursing  services  and  patient 
care  within  a  number  of  institution  units;  determines  amount  of  nursing  care 
required;  organizes  nursing  services  according  to  needs  and  established 
standards'. 

2.  Assigns  responsibility  and  delegates  authority  for  carrying  out  the 
nursing  program  and  related  activities;  observes  and  evaluates  nursing  care  and 
other  work  performance;  coordinates  nursing  activities  within  the  units  in 
relation  to  the  total  nursing  service  requirements;  makes  daily  ward  rounds 

to  inspect  quality  of  services  and  patient  care, 

3.  Assists  the  director  of  nurses  in  selecting  personnel;  determines 
qualifications  of  individuals  in  connection  with  unit  staffing;  recommends 
applicants  for  appointment  to  specific  positions, 

li.  Cooperates  and  participates  in  developing  personnel  training  programs; 
confers  ana  counsels  with  superior  and  with  subordinate  supervisory  personnel 
in  evaluating  and  improving  services;  reviews  and  interprets  duties  and 
requirements  to  staff  and  employees;  assists  in  planning  and  implementing 
persOiinel  policies. 

5.  Assists  in  preparation  of  annual  budgetary  needs  in  endeavoring  to 
provide  adequate  personnel,  equipment,  supplies  and  physical  facilities; 
interprets  nursing  budgetary  provisions  to  supervisory  staff* 

6.  Attends  weekly  and  monthly  administrative  and  staff  conferences;  attends 
emergency  meetings  for  various  purposes  and  conducts  conferences  with  hospital 
educators  and  others  in  the  hospital  administration  and  nursing  fields, 

7.  Administers  the  general  office  and  related  clerical  activities  including 
compilation  of  statistics  and  reports  and  maintenance  of  related  files 3 


CLASS  TITLE:  ASSISTANT  DIRECTOR  OF  NURSES,  LAGUNA  HONDA  HOSPITAL 

(Continued)  CCDL:  2366 


MINIMUM  QUALIFICATIONS : 

Training  and  Experience :   Requires  completion  of  a  four-year  college  or 
university,  with  a  baccalaureate  degree,  with  major  course  work  in  nursing, 
nursing  service  administration  or  nursing  education. 

Requires  six  years  of  experience  in  the  field  of  professional  nursing, 
at  least  three  years  of  which  shall  have  been  in  a  progressively  responsible 
supervisory  capacity  in  a  state  licensed  hospital  or  in  a  general  hospital 
operated  by  the  Federal  Government  or  any  of  its  political  subdivisions,  of  500 
beds  or  more;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  academic  and 
working  knowledge  of:   general  nursing  theory  and  practice,  hospital  organiza- 
tion, administration;  functions  and  activities  of  the  various  departments; 
current  developments  in  the  nursing  field. 

Requires  exceptional  skill  and  ability  in  the  application  of  recognized 
good  principles  and  practices  of  personnel  and  hospital  administration;  to 
assign,  supervise  and  evaluate  staff  employee  work  performance  to  assure 
maximum  nursing  service  and  ^atient  care. 

License :   Requires  possession  of  valid  certificate  as  a  registered 
nurse  issued  by  the  State  Board  of  Nursing  ucaminers. 

iTIVLi  L] 

To:  Director  of  Nurses,  San  Francisco  General  Hospital 
Director  of  Nurses,  Laguna  Honda  Hospital 

From:   Nursing  Supervisor 

original  entrance  examination 

ted       1/16/61; 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 


CLASS  TITLE:  ASSISTANT  DIRECTOR  OF  NURSES,  CODE:   2368 

SAN  FRANCISCO  3ENERAL  HOSPITAL 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  planning  and  administering  the 
hospital  nursing  services  at  San  Francisco  General  Hospital  to  insure 
adequate  and  competent  patient  care;  interprets  and  administers  personnel 
policies;  conducts  staff  conferences  and  discussions  in  evaluating  de- 
partmental policies;  analyzes  nursing  and  auxiliary  services  to  improve 
patient  care  and  obtain  maximum  utilization  of  personnel  efforts; 
participates  in  establishing  and  administering  educational  and  in- 
service  training  programs;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   originating,  developing,  co- 
ordinating and  executing  nursing  service  policies  and  methods  affecting 
the  various  hospital  activities;  achieving  major  economies  and/or  pre- 
venting major  losses  through  efficient  administration  and  enforcement 
of  proper  use,  care  and  handling  of  hospital  equipment,  facilities, 
materials,  and  supplies  of  considerably  high  value;  administering  the 
preparation,  review  and  approval  of  forms,  records  and  reports  per- 
taining to  medical,  surgical  and  nursing  services  and  patient  care. 
Nature  of  duties  requires  moderate  physical  effort  with  some  exposure 
to  health  and  illness  hazards  and  disagreeable  elements  inherent  in 
hospital  activities,  nursing  services  and  patient  care. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  planning  and  administering  the  nursing  services  and 
patient  care  within  a  number  of  hospital  units;  determines  amount  of 
nursing  care  required;  organizes  nursing  services  according  to  needs 
and  established  standards. 

2.  Assigns  responsibility  and  delegates  authority  for  carrying  out 
the  nursing  program  and  related  activities;  observes  and  evaluates  nursing 
care  and  other  work  performance;  coordinates  nursing  activities  within 
the  units  in  relation  to  the  total  nursing  service  requirements;  makes 
daily  ward  rounds  to  inspect  quality  of  services  and  patient  care. 

3»  Assists  the  director  of  nurses  in  selecting  personnel;  determines 
qualifications  of  individuals  in  connection  with  unit  staffing;  recommends 
applicants  for  appointment  to  specific  positions. 

h»     Cooperates  and  participates  in  developing  personnel  training 
programs;  confers  and  counsels  with  superior  and  with  subordinate  super- 
visory personnel  in  evaluating  and  improving  services;  reviews  and 
interprets  duties  and  requirements  to  staff  and  employees;  assists  in 
planning  and  implementing  personnel  policies. 

5.  Assists  in  preparation  of  annual  budgetary  needs  in  endeavoring 
to  provide  adequate  personnel,  equipment,  supplies  and  physical  facilities; 
interprets  nursing  budgetary  provisions  to  supervisory  staff. 

6<,  Attends  weekly  and  monthly  administrative  and  staff  conferences; 
attends  emergency  meetings  for  various  purposes  and  conducts  conferences 
with  hospital  educators  and  others  in  the  hospital  administration  and 
nursing  fields. 

7.  Administers  the  general  office  and  related  clerical  activities 
including  compilation  of  statistics  and  reports  and  maintenance  of  related 
files. 


CLASS  TITLE;  ASSISTANT  DIRECTOR  OF  NURSES,  CODE:   2368 

SAN  FRANCISCO  GENERAL  HOSPITAL  (Continued) 


MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four -year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
nursing,  nursing  service  administration  or  nursing  education. 

Requires  six  years  of  experience  in  the  field  of  professional 
nursing,  at  least  three  years  of  which  shall  have  been  in  a  progressively 
responsible  supervisory  capacity  in  a  state  licensed  hospital  or  in  a 
general  hospital  operated  by  the  federal  government  or  any  of  its 
political  subdivisions,  of  £00  beds  or  more;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  academic 
and  working  knowledge  of:  general  nursing  theory  and  practice, 
hospital  organization,  administration;  functions  and  activities  of 
the  various  departments;  current  developments  in  the  nursing  field. 

Requires  exceptional  skill  and  ability  in  the  application  of 
recognized  good  principles  and  practices  of  personnel  and  hospital 
administration;  to  assign,  supervise  and  evaluate  staff  employee  work 
performance  to  assure  maximum  nursing  service  and  patient  care. 

License:   Requires  possession  of  a  valid  certificate  as  a 
registered  nurse  issued  by  the  State  Board  of  Nursing  Examiners. 

OTIVE  LIl 

To:  Director  of  Nurses 

From:  Nursing  Supervisor 

Original  Entrance  i^xamination 


DED:  1/16/6U 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  DIRECTOR  OF  NURSES,  LAGUNA  HONDA  HOSPITAL        CODE:   2369 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  organizes,  directs  and 
supervises  all  the  nursing  services  concerned  with  the  care  of  hospital 
and  institutionalized  patients  at  Laguna  Honda  Hospital,  assists  in  the 
preparation  of  the  annual  budget  for  nursing  services;  selects  and 
recommends  appointment  of  nursing  staff  and  auxiliary  personnel;  plans 
and  conducts  conferences  and  discussions  with  administrative  and  pro- 
fessional nursing  staff;  coordinates  activities  of  the  various  departments; 
and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  originating,  developing,  co- 
ordinating and  executing  nursing  services,  policies  and  methods  affecting 
all  institution  activities;  achieving  widespread  economies  and/or  pre- 
venting widespread  losses  through  over-all  administration  and  enforcement 
of  proper  use  and  handling  of  hospital  equipment,  facilities,  materials 
and  supplies  of  considerably  large  quantity  and  high  value;  making 
regular  contacts  with  other  administrative  and  supervisory  personnel 
and  professional  staff  as  well  as  with  persons  in  outside  agencies  or 
other  public  jurisdictions;  directing  the  preparation,  review  and 
approval  of  all  operational,  technical,  medical  and  related  records  and 
reports.  Nature  of  duties  involves  moderate  physical  effort  with 
occasional  exposure  to  health  and  illness  hazards  and  disagreeable 
elements  inherent  in  hospital  nursing  services  and  patient  care. 

EXAMPLES  OF  DUTIES: 

1.  Organizes,  plans,  assigns  and  supervises  all  the  nursing  services 
for  the  care  of  hospital  and  institutionalized  patients;  determines  kind 
and  amount  of  nursing  care  required;  utilizes  and  interprets  established 
objectives  and  policies  relating  to  patient  care;  evaluates  results. 

2.  Develops  nursing  service  organization  structure;  prepares,  maintains 
and  interprets  related  organizational  charts  and  lines  of  authority  and  of 
supervision;  assigns  responsibility  and  delegates  authority  accordingly  in 
order  to  realize  maximum  utilization  of  professional  nursing  and  auxiliary 
personnel  procedures. 

3.  Analyzes  and  evaluates  over-all  patient  care  program;  makes 
periodic  rounds  of  wards  and  units  to  observe  implementation  of  program. 

h»     Participates  in  staffing  program;  recruits,  interviews  and 
employs  nurses  and  auxiliary  personnel  in  accord  with  civil  service  pro- 
visions; orients  and  assigns  new  personnel. 

5.  Conducts  periodic  meetings  of  professional  staff  and  auxiliary 
employees  for  discussion  of  problems,  suggestions,  complaints  and  changes 
in  procedure;  attempts  to  resolve  various  matters;  consels  with  individual 
employees  when  necessary. 

6.  Analyzes  and  evaluates  effectiveness  of  existing  physical 
facilities  and  environment;  plans  and  recommends  improvements  of 
facilities,  quarters  and  equipment  as  may  be  indicated;  enforces  standards 
of  cleanliness,  sanitation  and  sterilization. 


CLASS  TITLES  DIRECTOR  OF  NURSES,  LAGUNA  HONDA  HOSPITAL     CODE;   2369 

(Continued) 


7o  Prepares  annual  budget  for  nursing  service  needs,  including 
estimates  for  adequate  personnel,  equipment,  supplies  and  physical 
facilities j  plans  nursing  services  in  accordance  with  budget  appro- 
priations and  in  cooperation  with  the  hospital  administrator j  re- 
views subsequent  expenditures  and  needs  and  makes  appropriate 
recommendations „ 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience;  Requires  completion  of  a  four -year 
college  or  university,  with  a  baccalaureate  degree,  with  major 
course  work  in  nursing,  nursing  service  administration  or  in 
nursing  education. 

Requires  at  least  t  en  years  of  experience  in  the  field  of 
professional  nursing,  at  least  five  years  of  which  shall  have 
been  in  a  progressively  responsible  supervisory  or  administrative 
capacity  in  a  state  licensed  hospital  or  a  general  hospital  operated 
by  the  Federal  or  state  government  or  any  of  its  political  sub- 
divisions, having  a  capacity  of  500  beds  or  more:  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  an  exceptionally 
thorough  academic  and  working  knowledge  of:  the  responsibilities  and 
problems  of  over-all  hospital  nursing  organization  and  administration; 
hospital  policies,  regulations  and  procedures. 

Requires  outstanding  skill  and  ability  in  the  application  of 
recognized  good  principles  and  practices  of  personnel  and  hospital 
administration;  in  the  direction  and  evaluation  of  staff  work  per- 
formance to  assure  maximum  nursing  service  and  patient  care. 

License:  Requires  possession  of  a  valid  certificate  as  a 
registered  nurse  issued  by  the  State  Board  of  Nursing  Examiners. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:  Assistant  Director  of  Nurses,  San  Francisco  General  Hospiti 
Assistant  Director  of  Nurses,  Laguna  Honda  Hospital 
Assistant  Director  of  Nursing  Education 
Director  of  Nurses,  Hassler  Health  Home 


ADOPTED:   1/16/6L 


SA^RAI  -     I TIL  SERVICE  COMMISSION 

CLASS  TITLE:  DIRECTOE  OFJRSES  CODE:   2370 

SAN  FRANCIS  GENERAL  H03FITAL 

CHARACTERISTICS  OF  THE  CIS: 

Under  general  adrainirative  direction,  organizes,  directs  and  super- 
vises all  the  nursing  serces  concerned  with  the  care  of  hospital  patients; 
assists  in  the  preparatioof  the  annual  budget  for  nursing  services;  selects 
and  recommends  appointmenof  nursing  staff  and  auxiliary  personnel;  plans  and 
conducts  conferences  and  scussions  with  administrative  and  professional  nurs- 
ing staff;  coordinate  actities  of  the  various  departments;  administers  the 
student  nursing  school  prram;  and  performs  related  duties  as  required. 

.Requires  major  respoibility  for:   originating,  developing,  coordinating 
and  executing  nursing  series,  policies  and  methods  affecting  all  hospital 
activities;  achieving  widfpread  economies  and/or  preventing  widespread  losses 
through  over-all  administjtion  and  enforcement  of  proper  use  and  handling  of 
hospital  equipment,  facilies,  materials  and  supplies  of  considerably  large 
quantity  and  high  value;  rking  regular  contacts  with  other  administrative  and 
supervisory  personnel  and  rofessional  staff  as  well  as  with  persons  in  out- 
side agencies  or  other  putLc  jurisdictions;  directing  the  preparation,  review 
and  approval  of  all  opera  tonal,  technical,  medical  and  related  records  and 
reports.  Nature  of  dutie {involves  moderate  physical  effort  with  occasional 
exposure  to  health  and  il]ess  hazards  and  disagreeable  elements  inherent  in 
hospital  nursing  services  nd  patient  care. 

EXAMPLES  0?  DUTIES: 

1.  Organizes,  plans, assigns  and  supervises  all  the  nursing  services 
for  the  care  of  hospital  ptients;  determines  kind  and  amount  of  nursing  care 
required;  utilizes  and  intrprets  established  objectives  and  policies  relating 
to  patient  care;  evaluate sre suits. 

2.  Develops  nursing  ervice  organization  structure;  prepares,  maintains 
and  interprets  related  orgnizational  charts  and  lines  of  authority  and  of 
supervision;  assigns  respo.sibility  and  delegates  authority  accordingly  in 
order  to  realize  maximum  uilization  of  professional  nursing  and  auxiliary 


personnel  procedures. 

3»  Analyzes  and  evaliates  overall  patient  care  program;  makes  periodic 
rounds  of  wards  and  units  ro  observe  implementation  of  program. 

loys 
orients 


rounds  of  wards  and  units  ro  observe  implementation  of  program. 

n.  Participates  in  s|affing  program;  recruits,  interviews  and  employs 
nurses  and  auxiliary  persoinel  in  accord  with  civil  service  provisions;  oris 
and  assigns  n^w  Tip-i-v^nnr-ion 


—  -uUJ.6UkJ  uci»  pc.L  oumiui, 

5.  Conducts  periodic  meetings  of  professional  staff  and  auxiliary 
iployees  for  discussion  oi  problems,  suggestions,  complaints  and  changes 

in  procedure;  attempts  to  :esolve  various  matters;  counsels  with  individual 
employees  when  necessary. 

6.  Analyzes  and  evaluates  effectiveness  of  existing  physical  facilities 


ana  environment;  plans  and  recommends  improvements  of  facilities,  quarters  and 
equipment  as  may  be  indicated;  enforces  standards  of  cleanliness,  sanitation 
and  sterilization. 

7.  Prepares  annual  budget  for  nursing  service  needs,  including  estimates 
..or  adequate  personnel,  equipment,  supplies  and  physical  facilities;  plans 


CLASS  TITLE:  DIRECTOR  OF  NURSES, 

SAN  FRANCISCO  GENERSL  HOSPITAL  (continued) 


CODE:   2370 


nursing  services  in  accordance  with  budget  appropriatiorand  in  co- 
operation with  the  hospital  administrator,  reviews  subseont  expendi- 
tures and  needs  and  makes  appropriate  recommendations. 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience :  Requires  completion  of  a  ir-year 
college  or  university,  with  a  baccalaureate  degree,  with  gor  course 
work  in  nursing,  nursin?-  service  administration  or  in  nu:.ng  ed- 
ucation. 

Requires  at  least  ten  years  of  experience  in  the  fid  of 
professional  nursing,  at  least  five  years  of  which  shall jve  been 
in  a  progressively  responsible  supervisory  or  s dministrave  capac- 
ity in  a  state  licensed  hospital  or  a  general  hospital  orated  by 
the  federal  or  state  government  or  any  of  its  political  ^divisions, 
having  a  capacity  of  500  beds  or  more;  or  an  equivalent  fobination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:         a  an  exce 
academic  and  working  knowledge  of:  the  responsibilities 
overall  hospital  nursing  organization  and  administration 
nursing  instruction  program;  hospital  policies,  regula 
cedures. 

Requires  outstanding  skill  and  ability  in  th<-  appli^tion 
recognized  good  principles  and  practices  of  personnel  a 
administration;  in  the  direction  and  evaluation  of  staff 
formance  to  assure  maximum  nursing  service  and  patient  cte 

License;  Requires  possession  of  a  valid  certificate  a?  a  registered 
nurse  issued  by  the  State  Board  of  Nur       miners. 

ITIVE  LIN 

To:  No  normal  line  of  promotion. 

From:  Assistant  Jirector  of  Nurses,  Laguna  Honda  Fsspital 

Assistant  Director  of  Nurses,  San  Francisco  leneral  ilospital 
Assistant  Director  of  Nursing  Education 
Director  of  Nurses,  Hassler  Health  Home 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   CENTRAL  PROCESSING  AND  DISTRIBUTION  TECHNICIAN  CODE:   2390 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,   performs  a  variety  of-  duties  in  the  Central  Pro- 
cessing and  Distribution  Department  or  ancillary  units  of  a  hospital  or  other 
medical  service  facility;  prepares,  processes,  cleans,  sterilizes,  packages,  main- 
tains, dispenses  and  distributes  equipment,  supplies  and  materials;  operates 
specialized  processing  equipment;  advises  hospital  personnel  on  Central  Process- 
ing and  Distribution  operations;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   following  established  methods  and  procedures 
relating  to  Central  Processing  and  Distribution  duties;  preventing  losses  through 
proper  handling  of  equipment,  supplies  and  materials;  maintaining  related  records 
and  files;  making  contacts  with  hospital  personnel.   Nature  of  duties  requires: 
some  physical  effort  and  dexterity  in  use  of  fingers  and  hands  with  some  exposure 
to  abrasion,  cuts  or  bruises  and  to  come  disagreeable  elements  inherent  in  handling 
hospital  equipment,  supplies  and  materials. 

EXAMPLES  OF  DUTIES: 

1.  In  accordance  with  the  principles  of  aseptic  technique,  disassembles, 
inspects,  prepares  and  decontaminates  instruments,  equipment,  supplies  and  materials 
in  the  Central  Processing  and  Distribution  Department. 

2.  Assembles  for  sterilization  linen  and  instrument  packs,  trays  and  other 
items  used  in  the  operating  room  or  in  other  areas  of  the  hospital;  inspects  them 
for  size,  weight,  density  and  wrapping. 

3.  Wraps,  marks,  dates,  labels,  inspects  and  rotates  equipment,  supplies 
and  materials;  sorts,  inspects,  repairs  and  folds  surgical  linen  and  other  special 
surgical  items;  wraps  linen  packs  for  sterilization. 

4.  Operates  autoclaves,  steam  and  gas  sterilizers  and  other  processing  equip- 
ment; conducts  spore  tests;  maintains  related  records  and  files;  as  necessary,  ar- 
ranges for  repairs  of  equipment  with  2392  Senior  Central  Processing  and  Distribu- 
tion Technician. 

5.  Stocks  shelves  with  items  and  maintains  predetermined  inventory  levels; 
identifies  patient-chargeable  items  and  verifies  patient-care  unit  conformity  to 
charging  procedures. 

6.  Dispenses  and  distributes  equipment,  supplies  and  materials  from  the 
Central  Processing  and  Distribution  Department  to  patient-care  units,  clinics  and 
services;  loads,  cleans  and  inspects  distribution  carts;  returns  used  non-disposable 
items  to  Central  Processing  and  Distribution  Department  for  recycling. 

7.  Advises  hospital  staff  on  the  use  of  equipment,  supplies  and  materials; 
suggests  possible  substitute  items  in  the  event  of  supply  shortages. 

8.  Maintains  clean  and  orderly  work  areas  in  the  Central  Processing  and 
Distribution  Department  including  checking  the  cleanliness  of  sterilizers  on  both 
a  daily  and  periodic  basis. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supplemented  by 
one  year  of  experience  in  a  Central  Processing  and  Distribution  service;  or  an 
equivalent  combination  of  training  and  experience,  successful  completion  of  an  ap- 
proved training  program  in  central  processing  and  distribution  procedures  and 
techniques  is  desireable. 


CLASS  TITLE:   CENTRAL  PROCESSING  AND  DISTRIBUTION  TECHNICIAN         CODE:   2390 
(Continued) 

Knowledge,  Abilities  and  Skills:   Requires  working  knowledge  and  understanding 
of  the  methods,  procedures  and  purposes  of  Central  Processing  and  Distribution  opera- 
tions; the  basic  principles  of  microbiology,  aseptic  and  sterilization  techniques; 
methods  and  procedures  of  ordering  and  stocking  supplies,  and  considerable  knowledge 
of  the  uses,  parts  and  materials  of  a  wide  variety  of  medical  instruments  and  devices. 

Requires  ability  and  skill  to  perform  duties  accurately  and  independently;  to 
establish  priorities  and  determine  work  schedules;  to  exercise  judgement  in  identify- 
ing and  appropriately  referring  problems;  and  to  relate  well  to  hospital  employees 
and  staff. 


PROMOTIVE  LINES: 

To       :   2392  Senior  Central  Processing  and  Distribution  Technician 

From     :   Entrance  Examination 

Abolishes:   2506  Central  Supply  Room  Aide 
ADOPTED:   1/3/77 

NEW  CLASS 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   SENIOR  CENTRAL  PROCESSING  AND  DISTRIBUTION  TECHNICIAN      CODE:   2392 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  to  the  2394  Central  Processing  and 
Distribution  Supervisor  for  immediate  supervision  of  operations  and  work  assign- 
ments in  the  Central  Processing  and  Distribution  Department  on  one  shift,  or  for 
supervision  of  operations  and  work  assignments  in  a  major  Central  Processing  and 
Distribution  subdivision,  such  as:   decontamination,  preparation,  sterile  storage 
and  distribution;  relieves  the  2394  Central  Processing  and  Distribution  Super- 
visor as  necessary;  provides  advice  and  consultation  to  patient -care  units,  clinics 
and  special  services  personnel  regarding  Central  Processing  and  Distribution  opera- 
tions; and  performs  related  duties  as  required. 

Nature  of  duties  requires:   some  physical  effort  and  dexterity  in  use  of 
fingers  and  hands  with  some  exposure  to  abrasion,  cuts  or  bruises  and  to  some  disa- 
greeable elements  inherent  in  the  inspection  and  handling  of  hospital  equipment, 
materials,  and  supplies. 

DISTINGUISHING  FEATURES: 

In  addition  to  performing  highly  specialized  procedures,  the  2392  Senior 
Central  Processing  and  Distribution  Technician  functions  as  a  first-line  super- 
visor.  The  2392  Senior  Central  Processing  and  Distribution  Technician  classifica- 
tion differs  from  that  of  the  2390  Central  Processing  and  Distribution  Technician 
in  the  higher  level  of  responsibility  and  the  independence  of  judgement  exercised. 
Furthermore,  the  2392  Senior  Central  Processing  and  Distribution  Technician  dif- 
fers from  the  2394  Central  Processing  and  Distribution  Supervisor  that  the  latter 
classification  is  responsible  for  the  overall  operation  of  the  Central  Processing 
and  Distribution  System. 

EXAMPLES  OF  DUTIES: 

1.  Functions  as  an  immediate  supervisor  in  operations,  planning  and  super- 
vision in  a  large  24-hour,  seven-day  Central  Processing  and  Distribution  Depart- 
ment or  of  one  or  more  of  its  sub-units;  acts  as  Central  Processing  and  Distri- 
bution Supervisor  in  the  Supervisor's  absence.   Duties  and  responsibilities  as 
immediate  supervisor  include;  assigning,  inspection  and  reviewing  the  work  of 
subordinates;  supervising  the  keeping  of  records  regarding  time  consumed,  work 
done  and  inventories  on  hand;  ensuring  adequate  staff  coverage  on  a  daily  basis, 
including  keeping  daily  time  records  on  all  personnel;  and  participation  in  con- 
sultations about  and  evaluations  of  subordinate  personnel. 

2.  Trains  all  new  personnel  in  methods,  procedures  and  techniques  of  Cen- 
tral Processing  and  Distribution  operations;  writes  or  participates  in  the  writ- 
ing of  procedural  manuals;  provides  continuing  on-the-job  training  to  refresh  or 
improve  subordinates'  skills  or  to  introduce  new  methods,  procedures  and  tech- 
niques of  operation;  serves  as  a  resource  to  2390  Central  Processing  and  Distri- 
bution Technicians.   May  assist  the  2394  Central  Processing  and  Distribution 
Supervisor  in  planning  and  conducting  formal  and  informal  training  and/or  orienta- 
tion courses. 

3.  Solves  emergency  and  complex  problems  of  Central  Processing  and  Distri- 
bution operations;  advises  medical,  nursing  and  other  hospital  staff  on  the  uses 
of  equipment,  supplies  and  materials;  suggests  possible  substitutes  in  the  event 
of  supply  shortage. 


CLASS  TITLE:   SENIOR  CENTRAL  PROCESSING  AND  DISTRIBUTION  TECHNICIAN     CODE:   2392 
(Continued) 

4.  Performs  highly  specialized  procedures,  such  as  cardio-cath  and  cardio- 
pulmonary processing;  assumes  special  responsibilities  in  such  areas  as  prepara- 
tion, dispatching  and  recording  of  cultures,  and  tallying  and  recording  various 
Central  Processing  and  Distribution  usage  reports. 

5.  May  perform  any  duties  of  the  2390  Central  Processing  and  Distribution 
Technician  as  necessary. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school  supplemented  by 
three  years  of  experience  in  a  Central  Processing  and  Distribution  Department  and 
successful  completion  of  an  approved  training  course  in  Central  Processing  and  Dis- 
tribution Procedures  and  techniques  and  administrative  and/or  supervisory  course 
work;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  understanding  of  the  methods, 
procedures  and  processes  used  in  Central  Processing  and  Distribution:   the  principles 
of  microbiology,  aseptic  technique  and  sterilization;  principles  of  inventory  con- 
trol; the  materials,  parts  and  functions  of  a  wide  variety  of  complex  medical  in- 
struments and  devices;  and  principles  and  practices  and  administration  and  super- 
vision. 

Requires  skill  and  ability  to  supervise  and  instruct  a  number  of  subordinate 
employees  in  detailed  methods  and  procedures  and  to  effectively  engage  in  operations 
planning. 

PROMOTIVE  LINES: 

To       :   To  be  determined 

Prom     :   2390  Central  Processing  and  Distribution  Technician 

Abolishes:   2508  Central  Supply  Room  Assistant  Supervisor 
ADOPTED:   1/3/77 

NEW  CLASS 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 


CLASS  TITLE:  CENTRAL  PROCESSING  AND  DISTRIBUTION  SUPERVISOR      CODE:  23% 


CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assumes  responsibility  for  the  activities  and 
personnel  of  a  hospital  central  supply  room;  organizes,  assigns  and 
personally  participates  in  the  various  aspects  of  the  work;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
enforcing  existing  policies  and  methods  relating  to  central  supply 
room  work;  achieving  moderate  economies  and/or  preventing  moderate 
losses  through  efficient  supervision  and  enforcement  of  careful 
handling  and  servicing  of  instruments,  materials,  equipment  and 
supplies;  making  contacts  with  other  departments  and  employees; 
gathering,  preparing  and  maintaining  ordinary  operating  records  of 
time,  work  performance  and  inventory  of  stocks  on  hand.  Nature  of 
duties  requires  sustained  physical  effort  involving  continuous  light 
work,  standing  and  walking,  with  occasional  exposure  to  minor  injuries 
such  as  abrasions,  cuts  and  burns  and  some  disagreeable  elements 
inherent  in  the  reconditioning  and  service  of  hospital  equipment, 
instruments,  materials  and  supplies. 

EXAMPLES  OF  DUTIES: 

1.  Has  complete  responsibility  for  the  personnel  and  operations 

of  a  hospital  central  supply  room  including  the  sterilization,  receiving, 
issuing  and  delivering  of  all  nursing  supplies,  dressings  and  equipment 
to  the  various  hospital  wards,  as  required. 

2.  Directs  the  work  of  an  assistant  supervisor  and  several 
central  supply  room  aides  and  is  responsible  for  their  training, 
assignment  and  accuracy  and  quality  of  work;  interprets  departmental 
rules  and  regulations  and  policies  to  employees;  prepares  requirements 
and  procedures  for  various  types  of  work  carried  on. 

3.  Meets  with  representatives  of  vendors,  purchasing  agents  and 
employees  regarding  specific  requirements  for  particular  items; 
discusses  merits  of  price  vs.  quality;  interviews  salesmen  regarding 
new  and  improved  equipment,  supplies,  etc. 

k.     Maintains  a  program  of  employee  instruction  and  information 
regarding  new  supplies,  materials  and  equipment  in  an  effort  to  improve 
the  services  of  the  central  supply  room;  conducts  work  inspections  to 
determine  that  prescribed  standards  of  workmanship,  sterilization, 
etc.  are  being  followed  and  achieved. 

£.  Takes  periodic  inventories  of  all  surgical  dressings,  supplies, 
instruments  and  equipment;  prepares  requisitions  for  replenishment  of 
items  in  connection  with  preparation  of  annual  budgetary  requirements. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  an  accredited 
school  of  nursing. 

Requires  two  years  of  progressively  responsible  professional 
hospital  nursing  experience,  preferably  including  some  central  supply 
room  duties;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:  CENTRAL  PROCESSING  AND  DISTRIBUTION  SUPERVISOR     CODE:   2394 
(continued) 

Knowledge,  Abilities  and  Skills:  Requires  thorough  working 
knowledge  of  the  varied  activities  in  the  central  supply  room,  involv- 
ing specific  details  required  in  servicing  medical,  surgical  and 
nursing  equipment,  instruments,  materials  and  supplies. 

Requires  skill  and  ability  to:  supervise  and  instruct  a  number 
of  subordinate  employees  in  detailed  methods  and  procedures  relating 
to  the  work;  emphasize  the  importance  of  performing  accurate  work  to 
close  tolerances;  enforce  neatness,  cleanliness  and  complete  steril- 
ization of  completed  items. 

License:  Requires  possession  of  a  valid  certificate  as  a 
registered  nurse  issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES: 

To:  Supervising  Nurse 

Prom:  Senior  Central  Processing  and  Distribution  Technician 

Adopted:  1/3/77 

(Retitles  and  renumbers  2510  Central  Supply  Room  Supervisor) 
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